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1. To go to the G-Flex portal, please click this link to access it 
app.gflex.com.my 

2. Please make sure that you’ve received your login 
credentials through your registered email address. 

3. If you didn’t receive a login ID through your email, please 
contact our customer service team via email 
info@gflex.com.my or through WhatsApp at 019-621 
0457. 
 

 

Once you’ve received your login credentials, 
you can key-in in the box provided and click 

Log In. 

G-FLEX PORTAL 

mailto:info@gflex.com.my


 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

DASHBOARD 

This is the landing page for G-Flex medical benefit system. There are 3 sections 
you can access through the Dashboard. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

DASHBOARD 

1.Sub-Menu 

 You can access a variety of functions in here i.e., 
member list, productivity report or to generate 
invoices. 

 We will cover each of the functions later on in this 
guide. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

DASHBOARD 

1.Panel Claims 

 In here, you can see the list of claims submitted by 
G-Flex registered panel providers. 

 You may access the full data of the claim submission 
which includes the diagnosis & medication 
dispensed. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

DASHBOARD 

2.Non-Panel Claims 

 In here, you can see the list of claims submitted the 
member via the mobile app. 

 You will have the option to view the details & to reject 
or approve the non-panel claim request. 

1.+Claim 

 You will have the option to submit the non-panel 
claim on behalf of your member. 

 You may find the details required for the submission 
by clicking the +claim button. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

MEMBERS 

This is the member page. In here, you can access the following functions: 

 Add new member 

 Edit existing member 

 Claim history 

 Assign benefit plan 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

MEMBERS 

1.By using this search box, you can search your existing member by 
using their full name or NRIC. 

2.You can also filter the list by their member status. 

3.To add new member, please click the +Member button and fill in 
all the necessary information. 

4.Once all details are complete, you may proceed to assign the 
benefit plan to the new member. 
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MEMBERS 
1.By clicking the 3 dots, you can access a further function to either 
add a non-panel claim, to issue Guarantee Letter or to delete 
existing member. 

1.Add Claim 

You can submit a non-panel 
claim for this specific member, 
which you can also access in the 
Dashboard page. 

4.Delete Member 

This button is to delete the 
member account. Please be 
informed that any deletion is 
permanent. 

2.View/Edit Member 

In here, you can change or 
add any member information. 
You also need to access this 
page to assign the benefit 
plan. 

3.Issuing Guarantee Letter 

If your company have a specialist 
hospital coverage, you will be able to 
generate the Outpatient Guarantee 
Letter on behalf of your member. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

MEMBERS 

 

1.To assign the benefit plan, click the View button to access the Edit 
Member Page. 

2.You then proceed to the Assign Benefit Plan section. 

3.You may choose what kind of plan to be assigned to according to its 
type: 

i.Primary (compulsory) 

This will be the main plan for the member where any claims will be 
deducted from this plan according to coverage set. 

ii.Sub Plan (optional) 

This benefit will be placed under the main plan but will have a different 
coverage than the primary plan. 

4.Once you’ve selected the plan, click the 3 dots, click View and select 
the member to be assigned to. 



 

MEMBERS 

{ 
{ 

{ 
{ 
{ 

1. Once you’ve clicked the View button, it will 
prompt to open this page to assign the plan. 
This section is showing the plan type you’ve 
selected. 

2. This section is showing the name of the 
benefit plan. 

3. In this section, you need to click and select the participant 
to be assigned to. If it a shared plan, all the name of 
participant registered under the principal will appear here 
and need to be selected. 

4. This will show the principal 
name. 

5. This section will show the name of the primary 
plan (if the plan selected is a sub-plan). 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

GUARANTEE LETTER 

1. In the Guarantee Letter menu, you can search for any 
guarantee letter generated by either the management or 
the member. 

2. By clicking the 3 dots, you can view & print out the 
Guarantee Letter. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CLAIM HISTORY 

1.You may use this search box to search for the member utilization 
history. 

2.You can select which plan assigned to the member to check for 
utilization (if employee is having more than 1 benefit plan) 

3.This section will show all the panel & non panel claims submitted 
by G-Flex panel providers. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CLAIM HISTORY 

1.This section you will show you the annual, monthly & encounter 
limit of the member, depending on the benefit plan assigned. All 
the available balance is updated in real time. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

BENEFIT PLANS 

 1. In the Benefit Plan page, you can see all the plan that has 
been created under your company. 

2. You can edit the benefit plan by simply clicking the 3 dots. 
3. In the edit page, you can change the type of panel provider 

covered under the plan, to change the limit or to make the 
plan to be pro-rated. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PANEL LOCATOR 

1. You can search through the list of G-Flex panel providers by 
using this search box. 

2. You can also filter the panel selection by location i.e., by 
state. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PANEL LOCATOR 

3. You can use this filter to select which provider you would like to 
view 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PANEL LOCATOR 

 

1. If you wish to request a new panel provider that is not 
available in the G-Flex list of registered panel clinics, click 
the message above to request a new panel merchant. 

2. Please be informed that no additional charges for 
requesting a new panel merchant. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

BILLS 

1. For Bills page, you are able to search through all types of 
claims submitted by our panel providers. 

2. By using this filter, you may view or download the submitted 
claims. 

3. You may also sort the claims into panel claims or non-panel 
claims. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

BILLS 

4. This is where you can view all the claims once you’ve set up 
the filter option. 

5. For more detailed information, you may click the 3 dots and 
click View. You will be able to view the full submission of 
said claim. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

INVOICES 

1. To search for consolidated invoices, you may use the filter 
option provided.  

2. Once you’ve selected the filter, the invoices will appear at 
the bottom of the page. Click the 3 dots to download the 
PDF of the consolidated invoices. 

3. Please be informed that the invoices will be available after 
the 4th of every month due to the 30-days submission 
period.  



 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

REPORT 

1. The Report page is quite straightforward. You can click 
either of 6 options here for analysis & it will bring you to the 
filter page where you can generate the report by the 
category provided. 

2. You then would be able to generate the report through PDF 
or Excel spreadsheet. 

3. The report template is customizable, so if you have any 
specific request for type of report, please reach out to our 
team for further assistance. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

USER PROFILE 

1. To access user profile, click the 3 dots on your username 
and click View Profile. 

2. In your profile, you will be able to change your username, 
email address or account status. 

3. You can also reset your password if needed. Click the 
Reset Password to proceed. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

1. Please be informed this user guide is exhaustive and 
subject to change from time to time due to system 
upgrade. 

2. The new user guide will be provided once the system 
has been fully operated. 

3. If you have any further questions or concerns about our 
system, please feel free to contact us via email at 
info@gflex.com.my or our contact center at 03-3382 
1457. 

mailto:info@gflex.com.my

