
YBL 
CIMS SOURCING + INSTANT QC

PROCESS FLOW

Step 1 CIMS ACTIVATION & LOGIN

Step 2 GROUP CREATION

Step 3 MEMBER ADDITION

a. UID Verification

b. CB Check

c. Family Member Addition

d. CCR Check

e. FOIR Check

f. Data Entry

g. KYC Capture

Step 4 INSTANT QC

Step 5 QUERY CLEARANCE

Step 6 GROUP COMPLETION

Spouse
Unmarried 

Son
Applicant

Unmarried 
Daughter

HOUSE HOLD MEMBERS & CO-INSURED FOR LI

(Eligible for FM & Double Insurance)



INSTRUCTIONS TO BE FOLLOWED WHILE SOURCING in CIMS APK

1. User should use only the Updated/Latest Version every-time. Any partial group sourced and update   
the Application directly will leads to Application crash at any point of time.

2.User should only use one 1 Sourcing Application inside the MDM Folder only.

3. User should login only in 1 Application at a time, if any Multi-logins (Session) found App will get 
Close/Terminate automatically. (Ensure BM/AM/RM/OPS users should not try and login any of the RO's 
Logins in there Devices).

4. User should try and avoid any Calls in between the Customer Detailed Data entry part, since any 
network disconnect will leads to session disrupt and leads to Application close by itself.

5. User should not Minimize/Close the Application while Sourcing the customers, this will disrupt the 
sessions and lead to Application close by itself.

6. User should try and maintain the activity within 120 Seconds and complete the Detailed Data entry in a 
single shot.

7. Keeping the Application idle/minimized more than 120 Seconds will leads to Application timeout and 
close by itself.



CIMS ACTIVATION & LOGIN PROCESS:

1. Select BC “NOCPL”

2. Select Bank “YBLN”

3. Type CUG number in 
Phone number to 
get activated by 
Admin team

4. Type NOCPL Emp ID 
for Login into APK

5. Click 3 dots, Select 
Village mapping & 
update Village



HOME SCREEN//NEW GROUP CREATION

Select “Groups” to find the 
below 2 Options

1. New Group
2. Instant QC Check

Select 
1. New group
a) Create centre name 

(*Branch code is auto 
generated.no need to type 
Branch code*)Enter other 
required details like Village, 
Tenure, Geo type, loan 
cycle etc(*Should select 
cycle1*)., and capture CCD 
and then click OK



SCREEN – MEMBER ADDITION //UID//CB PORTAL

Customer Onboarding:

1. Select Members

2. Select New Member

3. Select UID Verification

4. Select Centre Name



PB510 RDSERVICE ACTIVATION(BIOMETRIC DEVICE)

PB510 RDService check

*PB 510 should be installed 
from Play store

*Ensure biometric device is 
connected and ready to 
use.

*Check using PB510 RD 
Service app installed in 
Device.



HOUSE HOLD COMPOSITION – UID VERIFICATION Enter house hold composition + UID 
verification
1. Enter adults (>18 years) family count

2. Enter children's (< 18 years) count if any

3. Member also earning by default it will 
be “YES”

4. Enter earnings count – It should be for 
Family members (excluding member). 
5. Dependent count – Other than member 
and family members if any

1. Select QR member to scan Aadhar card
2. If unable to scan then select scan type as 
“Not scanned” and type Aadhar number 
manually.
3. Click on “UID VERIFICATION” and then 
place member finger in PB510 device to 
capture member details.
Aadhaar details will be automatically 
fetched. RO needs to fill the Secondary 
details (Voter ID) manually and select the 
current address as “Same as above”. Then 
finally click on ADD MEMBER



MEMBER & EKYC CB CHECK
EKYC CB Check

1. Select EKYC CB check.
2. Select member Details & Member 

Additional Details.
3. Select Nominee details and fill all the 

required fields (Voter ID only).
4. Enter Nominee Relationship and 

other required details.
5. Click on “Check Credit Bureau” and 

do CB eligibility check for member.
6. CB result will be either Approved or 

Rejected. Once approved click on 
“Save and Continue”.



FAMILY MEMBER DETAILS + ELIGIBILITY CHECK
FAMILY MEMBER 1,2 & 3 DETAILS

1. Select FM1 details

2. Select FM1 relation with customer

3. Enter Voter ID number, Name and 

DOB for FM1.

4. Same like FM1, details to be filled 

for FM2 and FM3 as well.

5. Click on “Check Eligibility” and do 

CB eligibility check for FM1, FM2 

and FM3.

6. CB result will be either Approved or 

Rejected. Once approved click on 

“Save and Continue”.



HOUSE HOLD ASSESSMENT – DATA ENTRY

Data Entry

1. Data entry shall be made to all CB 

approved members. Click on data 

entry to proceed.

2. RO needs to fill house profile details 

of member.

3. RO needs to enter Physical asset 

details like vehicle, fan, fridge, mixer, 

television and other house hold 

assets etc.,

4. RO needs to capture Original 

Documents like,



LOAN OBLIGATION ALERT MSG ALERT MSG FOR MAXIMUM EXPENSEALERT MSG FOR MINIMUM EXPENSE CB RESULT

ALERT POPUP MESSAGE

1. Loan obligation Alert message.
2. Expense Alert message Max. & 

Min.
3. After entering all required details 

click on “Check Eligibility” and do 
CB check for member.

4. CB result will be either Approved 
or Rejected. Once approved click 
on “Save and Continue”.



DETAILED DATA ENTRY

DETAILED DATA ENTRY

1. Data entry shall be made to all CB 

approved members.

2. RO needs to fill member Social 

details, Additional details and 

Bank preferences.

3. Once data entry is done RO needs 

to capture required Documents 

of member and nominee and 

then click on verify member to 

submit for instant QC.

1. Nominee KYC (Original)

2. Member Secondary proof -

Voter ID (Original)

3. Member Live Photo

4. Member Bank passbook 

(Original)



INSTANT QC QUERY RESOLVING

Instant QC Resolving

1. Click on “Instant QC Check” and 
click on download QC files.

2. Select respective Center from “RO 
QC Group List”.

3. Find the discrepancy details and 
resolve the Query by uploading 
Correct & Clear Document. (Long 
press on photo to take clear 
image)

4. All queries should be resolved by 
RO to form a group for upload.



INSTANT QC REMARKS-AVAILABLE IN INSTANT QC CHECK OPTION

Instant QC Query Status (Pop up 

message when you click the refresh 

button)

1. Pending at QC Team- Backend 

team has to check & revert

2. Discrepancy –RO has to clear 

the Query

3. Approved –Query Cleared



BACKEND TEAM INSTANT QC 
PAGE

1. Files uploaded by RO’s will be 
downloaded in this QC page and 
instant QC check will be started.

2. QC team will start checking 
members images.

3. If any query, will be raised by QC 
team instantly and the same should 
be rectified by RO instantly.

INSTANT QC – MEMBERWISE DOWNLOAD



BACKEND TEAM INSTANT QC QUERIES 
PAGE

1. Queries  - QC team will raise query 
for images without quality “Red color“

2. Query raised will reflect 
immediately in RO’s tab

3. RO has to resolve by taking clear 
picture and submit instantly

4. QC team will check the resolved 
cases  instantly “Blue color“

INSTANT QC – QUERY RAISED AND RESOLVED



GROUP UPLOAD PROCESS

1. Once all QC Queries are cleared, RO can 
click on “Complete Group”

2. Home -> Group -> New Groups -> Press 
Download button as Highlighted in Red 
circle to “Export group”

3. After clicking on export group, file will 
uploaded successfully to cloud for 
backend process.

4. Uploaded file will be downloaded at 
Zonal office for further Process

GROUP UPLOAD TO CLOUD



Sample Declaration copy

Image category Points to check

Aadhaar Front (E KYC)
* Check member name and DOB
* Check nominee relationship with member

Voter ID (SKYC)
* Check Voter ID name and number
* Voter ID name should match 50%
* Ensure voter ID front and back numbers are same

Relationship (Member 
and Nominee)

* Check marital status of member

* Nominee relationship – Spouse,Son,Daughter,Father,Mother,Brother, Sister 
* If married nominee should be husband only
* If Widow/Separated: Nominee should be Son/Daughter whose age is above 
18

Member photo
* Need live photo in passport size
* Photo background should be plain

Nominee & FM Kyc
* Check nominee name and DOB
* Check spouse name and DOB
* Ensure FM kyc voter ID front and back numbers are same

FM details
* FM front Voter ID/DL name and number 
* FM back voter ID/DL front and back numbers are same
* FM KYC image should be clear .

Declaration form

* Check member name, should match with E-KYC
* Check member and nominee signature ,date & place should be filled properly 
.
* If LTI thumb impression then member name should be there and Ro witness 
details should be update .

Insurance Information * Check type of insurance ,Co insurer name and relationship as per KYC .

Bank passbook

* Check member name with E-KYC
* Check A/C number and IFSC

* Cancelled cheque leaf is accepted / airtel payment not accepted

* If Member name, number and IFSC is hand written, need BM attestation 

Member Drop

* If skyc number is not matching with the data
* Nominee relationship mismatch with the vid
* FM vid number mismatch
* FM relationship mismatch
* If Co insurer name and relationship mismatch

NOTE 
* Do not accept phone to phone images and Xerox copy .

* Only voter ID/ DL accepted for nominee and Family Member .

Dummy images
* If image is plain or other than required image, raise query as dummy image 
uploaded

Instant QC Check points

Note: PSM Signature is not mandatory since EKYC is implemented
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