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                                    GIS CLAIMS – EMPLOYEE LOGIN 

                                (RETIREMENT AND PRE-RETIREMENT)  
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1. Employee has to select KGID login. 

2. Enter KGID number, Mobile number is auto fetched. 

3. Click on Generate OTP. 
 

 

 

 

Mobile Number will 
fetch automatically Click on Generate 

OTP  

Enter Employee’s KGID number 
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4. Enter OTP generated to registered mobile number and Captcha. 

5. Click on Login. 

 

 

 

 

Enter captcha and 
click on login button 

Enter OTP generated to 
mobile number 
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6. Select Employee in User category. 

7. Click on switch category. 

  

 

 

 

Select Employee. 

Click on Switch category. 
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8. Select Group Insurance Claims. 

 

             

 

 

 

Select Group Insurance Claims 
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9. Click on Apply for Group Insurance claims. 

 

                 

 

 

Click on Apply for Group Insurance Claims 
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10.  Select, claim type and Sub claim type. 

• If an employee is about to retire (superannuation), 3 months prior to his superannuation, the employee can send his claim request 
i.e. Form-3 in online mode. (Claim type appears as ‘Retirement’, 3 months prior to his superannuation). If the employee retires, 
after the retirement date the retired employee shall submit his request letter i.e. Form-3 manually to the DDO. 

• If an employee is opting for pre-retirement, the claim type appears as ‘Pre-retirement’(Pre-retirement includes even compulsory 
retirement) 

11.  Click on Download Form-3 to download Form-3. 
 

Click on Download Form-3  

Select claim type in dropdown. 

Select sub claims type in 
dropdown. 
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12.  Select claim type and claim sub type in dropdown. 

13. Upload signed copy of Form-3. 

14.  Click on Submit button to submit the Application. 

                  

 

Upload signed copy of Form-3. 

Click on submit button. 
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                                             GIS CLAIMS – DDO LOGIN 

                                                            FORM-3  

                               (RETIREMENT/PRE-RETIREMENT CLAIMS)
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Select KGID login. 

 
 

 

Karnataka Government Insurance Department Web 

a) Enter the (https://kgidonline.karnataka.gov.in/). 

b) Select KGID Login tab. 
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Click on generate OTP 

Mobile number is auto 

fetched 

Enter DDO’s KGID 

number 

 
 
 

1. Select “KGID login” tab. 

2. DDO has to enter his KGID number and then Mobile number is auto-fetched. 

3. Click on Generate OTP button to get OTP. 
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Enter the OTP 

Enter Captcha 

After entering OTP and 

captcha, click on Login. 

 
 

 

4. Enter the OTP and Captcha and click on Login button. 
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After selecting DDO, Click on 

Switch category 

Select DDO 

 
 
 

5. After clicking on Login button, the user category webpage is displayed. Select the DDO option. 

6. Click on Switch category. 
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Select Group Insurance 

 
 

 

7. Select Group Insurance tab. 
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8. In Group Insurance, Select Claim Application. 

9. Click on Verify Application. 

             

 

Click on Claim Application 

Click on Verify Application. 
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Click on GIS Claims 

 

 

10.  If an Employee submits Form-3/Claim request manually, the DDO has to follow below procedure(directly). 

11. Select GIS claims in Group Insurance. 
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Enter KGID number/Mobile number. 

Click on Search 

 

 

12. Enter Employee KGID number or Mobile number. 

13. Click on search button. 
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Select Claim type in dropdown and 

Date of Retirement. 

Click on save and Next button. 

 
 

14. Employee details will display. 

15. Select Claim type (Retirement/Pre-retirement) in dropdown and Enter Date of Retirement/Pre-retirement. 
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Click on OK button 

 
 

16. After clicking on Next button, it will display to fill Ledger. 

17. Click on OK button. 
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Click on GIS Ledger. 

 

“ 
 

18. To fill ledger entries, Select GIS Ledger in Group Insurance. 
 
 

 



Page 22 of 54 
 

Click on Search button. 

Enter Mobile number/KGID 

number 

 

“ 
 

19. DDO has to enter Applicant’s mobile number or KGID number. 

20. Click on Search button. 
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21. In dropdown select year, joining year appears as first year (from the joining year). 

22. Year of retirement/Pre-retirement/Death appears as last year (as entered in claims screen). 
 
 

              
 
 

     

Select year in dropdown 
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Click on save button 

 

23. After selecting year, it will display Ledger entry. 

24. DDO has to make changes regarding Group of Employee wherever it is necessary. 

25. In Ledger Entry DDO can make changes regarding Insurance fund and saving fund. 

26. Enter ‘0’ in which month there are missing credits (i.e. GIS amount isn’t deducted). 

27. Click on save button to save details. 

28. If entered details are incorrect, DDO can delete that year. 
 
 

Change Group, wherever it is necessary. 
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Click on save 

 
 
 

29. After saving, select next year to check ledger entry. 
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Click on save button. 
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30. DDO has to change Group, if employee got promoted from one group to another group. 

31. Changing of Group should be in January month of next year, if Employee got promoted in other months of previous year. 

32. If Employee got promoted in January month, DDO can change the Group in January month of that particular year itself. 

33. Click on save button. 
 
 

DDO has to change Group in January. 
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Enter 0 where there are 

missing credits 

 
 
 
 

34. DDO has to enter 0, where there are missing credits. 

35. Click on save button. 
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36. After entering Ledger entries of every year, click on save button. 
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Click on GIS Claims 

 
 

37. After filling Ledger entries, select GIS Claims. 
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Enter KGID number/Mobile number. 

Click on Search 

 
 
 
 

38. Enter KGID number or registered  Mobile number in search bar. 

39. Click on Search button. 
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40. Click on save button to save details. 

41. Click on Next button to proceed further. 
 
 

Click on Save and Next button. 
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42. Ledger Entries will display. 
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Missing credits 
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Click on Next 

 
 

43. Click on save button. 
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Click on Next button. 

Final settlement amount 
Missing credits 

Payable amount 

 
 

44. Claims details will display. 

45. Click on Next button to proceed further. 
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Click on submit 

Upload signed copy Form-3  
fdfForm-3 

 
 

42. Upload signed copy of Form-3 in PDF format (manually submission of signed Form-3 maybe scanned and uploaded) 

43. Click on submit button to submit Application. 
 
 



Page 62 of 54 
 

 

44. After Verification of GIS Claims application by DDO, below screen appears. 
45. DDO can view & print claims details and Annexures will also be generated by clicking Annexure button.  
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46. Annexures can be used for billing/other purpose.  
47. There are no changes in billing method/process in K2 as of now. 

 

                           

Signature of DDO 
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48.  Select Download forms.  
 
 

 
 

Click on Download forms 
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49. DDO can download any GIS Forms(1 to 5) in Download Forms. 
            

 


