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Role: Retiree 

New User Registration: 
Step 1: Open the browser 

Step 2: Enter the URL https://belcare.in/ 

Click on “New User Click Here” link for new user registration. 

 

 

Figure 1: New User registration link in the home page  

Enter your staff Id and DOB correctly, to create a new password. The username will be same as staff 

id. 
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Figure 2: New User Creation / Signup 

 

 

 

 

Figure 3: Success notification on sign up 
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User Login: 
 

Enter the retiree Staff  Number, password and captcha to login. 

 

 

Figure 4: User Login image 
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Renewal form: 
Click the “Renewal form” to apply renewal for the year. 

 

Figure 5 : renewal form page 

Renewal form Instructions 
 

Click on the “click to view instructions” and read the instructions carefully. 

 

Figure 6: view instructions 
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Figure 7: Read Instructions 

 

 

 

a). When Employee is Alive and Spouse is Alive 
Click the “start” button to take a live photo capture, also click upload button to upload a 

passport size image.  

 

Figure 8: Live Photo Capture and Photo Upload 
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Figure 9: Address and Current Address 

 

When spouse member is working and also member of BERECHS, then NOC certificate need 

to attached. 

Click the “ATTACH NOC FILE” button to upload a NOC certificate.  

Click the “View NOC FILE” to view the uploaded NOC certificate, if it is incorrect user can 

re-upload the correct NOC certficate.  
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Figure 10: NOC UPLOAD 

 

 

Figure 11: NOC view document 
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Figure 12: renewal form submission 

 

b). When Employee is Not Alive and Spouse is Alive 
 

If employee is not alive then death certificate must be attached in the provided upload option. 
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Figure 13: retiree expired and spouse alive 
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Figure 14: attach death certificate 

 

Figure 15: view death certificate 
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Figure 16: view uploaded death certificate 

 
The expired date of employee should be select from given date field.  

After filling all the fields user can click “SUBMIT” button to submit the renewal form. 

 

 
Figure 17:  save as draft 

 

 



13 | P a g e  
 

 
Figure 18: save draft success message 

 
 
 

 
Figure 19: submit 

 
 

 
Figure 20: success message for submission 



14 | P a g e  
 

 
 

The status of the renewal form will show as “submitted” after submission, it will get status as 

“Approved” when it is approved by HR. 

 
 

 
Figure 21: table status submitted 

Status of Application after HR Approval 

 

Figure 22: after HR approval 

 

PROFILE UPDATE: 
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Figure 23: profile page 

 

Here, the retirees can update their Emergency Contact details and Alternate Emergency 

Details. Click on “Submit” Button to update your profile. 

 

Figure 24: Profile Page 
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Figure 25: Address as per record 

 

Figure 26: Emergency Contact Details 

 

 

 

 

 

Change Password: 
 

To Change the password, click on the right side corner icon, then click on “Change Password”. 
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Figure 27: Change Password 

 

 

 

Enter your old password and new password, after that Click on “Update Password” button. 

 

 

Figure 28: Update Password 
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Forgot Staff No: 
 

Click on the “Forgot Staff No.” button, then Enter your Registered Email in a given field and Click on 

“Confirm” button. Staff Number will be send to your registered email address. 

 

Figure 29: Forgot Staff Number 

 

Figure 30: Get Staff Number to registered email address.  
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Forgot Password: 
Click on the “Forgot Password button, then Enter your Staff Number and Click on “Confirm” button. 

A new password will be sent to your registered email address. Please check your inbox (and spam 

folder). 

 

 

Figure 31: Forgot Password 

 

 

Figure 32: Forgot Password submit. 


