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Up to 10 
members

Excel Upload

Introduction

Get Started and register for endorsement online services

Online Endorsements services are designed to help you manage your insurance from the comfort of 
your home.

Add Member

Cancel Member Update Policy information

Edit Member

Up to 10 
members

Excel Upload

Track Requests Pending Actions
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https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Online Endorsement

Get Started 
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Sign In 
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Sign in using your username and password
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https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Home Page
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Customer Details
Customer details 
will be displayed

Type of policy can 
be selected

Search for policies 
by:

➢ Policy number or
➢ Customer 

number or
➢ Customer name

Filter by:

➢ Type of Plan
➢ No of Active 

Members
➢ Renewal Date 

All policies related to 
the customer will be 
listed automatically 

Click on the policy number to 
view the policy/member details

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Policy/Members Information (1/3)
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Customer 
details will 
be 
displayed

Below information lists can be downloaded as 
PDF:

➢ Benefits: Schedule of benefits
➢ Exclusion List: General Exclusion for the 

plan
➢ Policy Wording
➢ Network list: List of Hospitals covered for 

the Policy

Click on Policy Endorsement

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Policy/Members Information (2/3)
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Policy information along with members list will be displayed 
as below:
Name, Policy type, Policy effective/expiry date

Member can be found by searching any of 
below:
➢ EID
➢ Card NO
➢ Staff NO
➢ Name
Use Comma (,) for multiple member 
search. For e.g. “274892, 274893”

Plan Benefits: Below information lists 
can be downloaded as PDF
➢ Plan Details: Schedule of benefits
➢ Exclusion List: General Exclusion for 

the plan
➢ Policy Wording
➢ Network List: List of hospitals covered 

under a policy

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Policy/Members Information (3/3)
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UPDATE POLICY INFORMATION “ 

Policy correction

The Digital certificate 
and Travel Certificate 
can be downloaded by 
clicking the icon under 
Downloads

Member list for the policy can be downloaded  by clicking on Download Active 
Member List button

The digital cards for the Active members can be downloaded in bulk by clicking 
the Download Bulk Members Digital Card button

The Bill summary report for the policy can be downloaded by clicking the 
Download Bill Summary Report button

The Policy Holder/Broker can request a Statement of Account (SOA) by clicking 
Request SOA button

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Services – Bill Summary Report
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The Broker/Policy Holder can download the Bill Summary report by clicking the Download Bill 
Summary Report button. The Bill Summary Report can be generated only on a monthly basis.

1. Enter the From Date and the To Date for 
downloading the report for a particular month

2. Click Download

An Excel sheet will be downloaded with all the details of the Insurance Policy and the Customer.

If the provided date range is not valid or if there is no 
bill summary report present for the mentioned 
duration, this message will be displayed

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Services – Digital Card (Bulk) & Active Members List
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The digital cards for the active members can be downloaded at once using the Bulk Download 
Digital Card option.

The digital cards will be downloaded in a .zip 
file. A warning will be displayed if there are no 
digital cards present.

Member list for the policy can be downloaded by clicking the Download Active Member List 
button. Policy/Members information will be displayed on Excel sheet with all details.

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Services – Request SOA
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The Statement of Account (SOA) can be requested by the Broker/Policy holder. The SOA report 
can be generated only for the last two years.

1. Enter the From Date and the To Date
2. Enter the Email Id. An email notification 

along with the report will be sent to the 
respective email id

3. Click Submit

A Thank you popup will be displayed and the report 
will be sent on the provided email ID.

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Services – SOA Notification
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The SOA report will be sent to the Policy holder/ Broker within 48 hours of request. They will 
receive the following email with the statement as attachment.

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


A window will be displayed with following information:

Update Policy Information “Policy correction”

This feature helps to update policy 
information which do not have any impact on 
premium.

Policy Holder Name & Branch, cannot be 
updated

Endorsement Notification e-mail will be sent to 
the mentioned email IDs.

Maximum of five email IDs can be added to 
receive the e-mail notifications

Amendment of email IDs can be done in the 
same page as well.
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https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Update Policy Information “Notification”

After successful submission of the endorsement, email will be sent to the provided IDs with 
reference number for further tracking. 
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https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Session Timeout
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If no activity is performed for 25 minutes, a Session Timeout popup will be displayed on the 
screen. 

The policy holder/broker will be logged off directly after 5 mins of no activity post the Session 
Timeout message. 

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Online Endorsements
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Online Endorsements

12/03/2020 Daman Confidential 17

Click on Online Endorsement, options available are as add member, edit member (member 
correction) and cancel member 

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Add Member
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User Form Up to 10 members



Member Information (Up to 10 members) (1/4)
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Two options for adding 
members, User form (Up to 10 
members) or Excel upload

User form (Up to 10 members): 
1. Fill all mandatory* member information
2. Upload documents
3. Review and submit

Click + icon to add another member, up to 10 members will be 
displayed here 

• Click “Continue” to proceed to the documents upload page
• Click “Save & Exit” to save the members information to 

retrieve it later

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html
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Member Information (Dependents) (2/4)
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While adding dependents of the Principal, the 
Relationship with Principal and the 
Principal Name should be selected

The Principal and Dependents can be added 
in the same request

The Occupation field is not mandatory if the Place of Visa
Issuance is either Dubai or Abu Dhabi. In case of other places, 
the Occupation field is mandatory. 

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Member Information (3/4)
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In case the member doesn’t have EID, please select UID No. and login the Visa Unified Number. 
The member can also add a New Born Baby under their policy by selecting New born Baby 
(NBB) in National ID Type.

Previous Insurance Coverage will 
be by default selected as “No”.

In case member has previous 
insurance coverage, “Yes” button 
to be selected

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Member Information (4/4)
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Note: If Previously insured in Daman selected as “NO”, Continuity certificate from other insurance 
company to be uploaded

New fields will be displayed and to be filled :
➢ Previous Insurance Member card number
➢ Previous Insurance Effective Date
➢ Previous Insurance Expiry Date

Member Effective date rules:

• Dubai: No backdate for Dubai visa
• Abu Dhabi:  Backdate up to 30 

days if the fine is not applicable.

The system will display a warning message if the user 
is adding the same member twice within 48 hours

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Upload Documents “Individual” 
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• Upon completing the member information page, application reference number will be displayed 
• All required documents to be uploaded either individually for each member or for all members as 

a bulk
• System will not validate if there are any missing documents

You can remove any uploaded 
document or select to upload a 
document 

Click the Download 
icon to download 
the uploaded 
documents

Note: Max 10 MB size limit for individual documents upload

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Upload Documents “Bulk upload”

Browse and upload the documents for all members as a bulk

Note: No size limit for Bulk upload
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https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Review and Submit (1/2)
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This step supports to review the policy information and member/s details and attachments prior 
submitting the request.

In case of any wrong information, click “BACK” to do the required correction

Up to 5 e-mail IDs can be added by clicking +New Email button, to 
receive email notifications

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Review and Submit (2/2)
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Click Yes to submit the details.

A Thank You message will be 
displayed with the Endorsement 
Number after successful submission 
of the request.

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Excel Upload

Add Member
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Member Information (Excel upload)

Selecting “Excel” Button for adding more than 10 members

Member details template has to be 
downloaded and saved. Enter member 
information in the excel sheet and upload

Fill in instructions are 
available as notes in 
member details template

Follow “Bulk Upload” & “Review” steps (refer to slide no. 24 & 25)
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https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Edit Member
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Member selection (Up to 10 members)



Member Selection (Up to 10 members)

For editing a member, four steps are to be followed :

1. Select the Member 
2. Edit member information
3. Document Upload
4. Review and submit

• In case of many members in the policy, search by EID / Card No / Staff No. / Name
• “Use comma (,) in search field for multiple members”
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https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Edit Member Information
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1. Upon completing the member selection, application reference number will be displayed
2. Edit/Correct the needed information

Note that some fields from the Policy Information section will not be visible in the Edit 
Member Information page

3. Click Continue to proceed further

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


No Changes to Member Information

12/03/2020 Daman Confidential 32

If there are no changes made to the member information in the Edit Member Information page, 
and the member proceeds to the next screen by clicking on Continue or Save & Exit, the system 
will throw the following validation. 

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Common Document Upload “Individual”
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• All required documents to be uploaded either individually for each member or for all members as 
a bulk

• System will not validate if there are any missing documents
• Click “Continue” to proceed further

You can remove any uploaded document or select to upload a document 

Click the Download 
icon to download 
the uploaded 
documents

Note: Max 10 MB size limit for individual documents upload

Follow “Bulk Upload” & “Review” steps (refer to slide no. 24 & 25)

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Edit Member
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Excel



Member Information

For Editing members with Excel upload, three steps are to be followed:

1. Member information 
2. Upload Documents
3. Review and submit

Columns to be filled in corrections:

• Member number 
• Columns to be edited e.g. (EID, Gender, DOB, Name Etc.)

12/03/2020 Daman Confidential 35

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Upload Document

Notes:

• No size limit for Bulk upload
• Files can be dragged and dropped also to upload

• Upon completing the member information page, application reference number will be displayed 
• All required documents to be uploaded either individually for each member or for all members as 

a bulk
• System will not validate if there are any missing documents
• Click “Continue” to proceed further

12/03/2020 Daman Confidential 36

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Review and Submit

Accept the terms and conditions and submit the request.
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https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Cancel Member
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Select Member/Cancellation Information (1/2)

For cancelling any member, three steps to be followed :

1. Member Selection: In case too many members in the policy, search options by EID number /card 
number / Staff number/ Member name are available

2. Enter cancellation information 
3. Review and submit

Note: No Excel upload in cancellation
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The following popup will be displayed if the principal member is selected.
The principal member cannot be cancelled from the Cancel Member page when there are dependents 
present under the principal. 

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Select Member/Cancellation Information (2/2)
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Notes:

• No documents upload is required for cancellation
• Dependents will be cancelled automatically with principal
• No backdate for Dubai however future date up to 30 days
• Members from Dubai & Abu Dhabi cannot be cancelled in the 

same application

1. Select the cancellation effective date
2. Select reason for cancellation from the drop-down list
3. Click “Continue” to proceed further

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Review and Submit
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1. Review the information for the request
2. Accept terms and conditions and submit the request

The email Ids for the member will be displayed here

The member names will be 
displayed here

The policy holder/broker can 
add comments if any

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Track Requests
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Track Requests – Status

“Track Requests” supports to check/monitor the status of the submitted application.

• Draft: Application saved and still in progress

• Submitted: Ready for process

• Pending for quotation issuance: Underwriting issue the 
quotation

• Pending for quotation acceptance: waiting to accept 

• Quotation is rejected

• Details awaited from customer: Missing requirement

• Pending for internal approval: Underwriting approval

• In progress: Application under processing/clarification/process 
rejection

• Application is rejected: Task terminated

• Ready for collection: Application is completed and cards are 
ready for collection

• Member is activated: Payment done and card collected

• Uncollected Package-cancelled: card cancelled due to non-
collection for more than 30 days

• Uncollected Package-shredded: card cancelled due to non-
collection for more than 30 days

12/03/2020 Daman Confidential 43

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Pending Actions
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Pending Actions
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After submitting the member details, clarifications may be required in case of missing documents 
and pending fines. This will be displayed in the Pending Actions tab. The Pending Actions tab for 
the Broker and Policy Holder can be accessed from the respective landing pages as follows:

Broker Landing page

Policy Holder Landing 
page

Click the Pending Actions tab to open the 
Pending Actions page.

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Pending Actions Tab

12/03/2020 Daman Confidential 46

Search by Request Reference no, Policy number, 
Policy Holder name or Request type and Date

Note: The date range allowed is only 15 days, 
it will display the pending actions for last 15 
days

Click on the Policy holder name or number to 
proceed to the next screen

The Excel sheet for the Policy details can be 
downloaded

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Clarification Document Upload
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Policy details

Select the documents to be 
uploaded for clarification

Notes: After submitting the clarification document upload form, the request will no longer be present in 
the Pending Actions tab, it will be moved to the Track Requests tab.

The comments added in the 
Review and Submit stage of 
the Add member and Edit 
member are visible here  

Comments can be added in the Your
comments section. The clarification 
history if any will be visible in the 
Clarifications History section.
Click Submit to submit the pending 
documents.

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Fines
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The fines may be generated by the DCTM user for any particular policy holder. The Fine Payment 
section will list all the pending fines for that policy holder. 
The status of the fine i.e. Pending or Paid can be viewed in the Status column for the respective 
Reference Number in the Pending Actions tab. The Broker can view the fines but the broker will 
not get any option to pay the fines.

Following details will be 
listed here:
• Application Reference 

Number 
• Customer Name 
• Policy Effective Date
• Policy Expiry Date

The fine amount and the 
document related to the 
fines will be displayed here

The comments added by the DCTM user 
can be viewed here

Click the Pay Now button

Note: A logged in user can upload the documents in the Clarifications as well Pay the fines at the 
same time by switching tabs.

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Fines – Payment Process
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The Policy Holder can select the card type from the 
available options i.e. VISA or Master Card to 
proceed to the next screen. 

Enter the following details:
• Card Number
• Expiry Date
• Security Code

Click the Pay button

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Fines – Receipt
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This screen will be displayed until the payment is 
processed.

The receipt will be 
generated once the 
payment is processed. 
Click the Download
Payment Details
button to download the 
payment receipt.
Click the BACK TO
PENDING ACTIONS
tab to return to the 
Pending Actions screen 

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html


Fines – Paid
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If the fine is paid, the following screen will be displayed

https://www.damanhealth.ae/opencms/opencms/Daman/en/home/index.html

