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MANUAL FOR SUBMITTING CHILDREN EDUCATION ALLOWANCE 

IMPORTANT POINTS TO NOTE 
 

1. The flow of the Children Education Allowance has been changed from last 

year (2022-2023).  

2. This manual will walk you through the flow thoroughly. It is requested to give 

a complete read. 

3. Whenever you add the details about your Child & their Academic Details, 

utmost care & attention is requested. As the details once added cannot be 

edited after the Final Submit. 

 

Abstract 

1. The Children Education Allowance can be accessed from the link 

eadmin.jipmer.edu.in 

2. The link can be accessed with the Official Google e-mail id. (i.e. 

empid@jipmer.ac.in). 

3. On login, the employee can find a “Self Service” Menu and it has to be clicked.  

4. A page will be displayed various sub-menus along with “Children Education 

Allowance” 

5. Once the new page is displayed, 1st step to an employee is to verify their child 

details under “Child Settings”->”View Child”. If they cannot find the child 

details under the view child, employee can add their Child Details on their own 

from “Child Settings”->”Add Child” option. 

6. After adding or viewing the child details, employee can click on “Home”->”To 

Apply” 

7. Child name, which the employee had added from the Step 5, will be displayed 

in the dropdown. Other details with respect the details have been filled out. 

8. Repeat Step 7 for all children eligible for the Children Education Allowance. 

9. From “History” tab, employee can view the list of child for whom the details 

have been submitted. Status of each Child will be mentioned as “Active”. If you 

wish to change the details of the child, it can be done from here by clicking the 

“Edit” button. 

10. After ensuring that details for all the children have been filled, employee can 

click on “Home”->”Submit & Print Application”. Once, the button is clicked 

PDF Application will be generated and No Changes will be allowed thereafter 

and submission is final. 
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DETAILS STEPS ON CLAIMING CHILDREN EDUCATION ALLOWANCE 

(The portal eadmin.jipmer.edu.in is accessible only within the network of JIPMER) 

 

FOR EMPLOYEES: 

1. Visit the portal eadmin.jipmer.edu.in 

 

2. Click on the “Sign in using Google” button. 
 

3. You will be redirected to the Gmail Login Page. Enter the mail id provided by 

JIPMER i.e. your_employee_id@jipmer.ac.in and password to login to the 

eadmin.jipmer.edu.in portal. 

 
4. The Logged in portal looks like below image. 

 

5. Click the “Self Service” from the menu. 

 

 

 

6. Click the “Children Edn. Allowance” tile  
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7. On the new page displayed, there will four buttons on the right top of the page 

as seen below. Each button has its own functionalities.  

 

8. On claiming CEA, the very first step is to add Child Details into this. It can be 

done by “Child Settings”->”Add Child”. A screen will be displayed as below. Fill 

the required details and click “Submit”  

 

9. On successful addition, an alert box will be opened as below. You can view the 

child details which you had added or you can proceed to add another child 

details by repeating Step 8 

 

10. By click the “View Child Details”, a page will displayed as below. The same can 

be accessed by “Child Settings”->”View Child” 

 

 



11. After ensuring that you have added the details of the child, you can proceed to 

apply for CEA for each child. Go to “Home”->”To Apply”. A page will be 

displayed as below. All the Children names which were added by the previous 

steps will be displayed as Drop Down under Child Name. Take utmost attention 

& Fill in the details shown in the form and click “Submit”.  

 

 

12. If there is no error, an alert box will be displayed as below with two options. 

“Add another Application” & “View History Details”  

 

 

13. If you have more than one child to claim CEA, you can click on “Add another 

Application” and repeat the Step 11. 

 



14. Once you had filled each application for each child, by the said above steps, 

you can click the “History” and view the submission made against all the 

children. The displayed screen will be shown as below. The status of each 

submission shown as Active  

 

 

15. In case if any of the CEA application which has been submitted needs an 

change, “Edit” can be clicked. This will be last place to make any edit related to 

CEA application.  

 

16. Once all the academic details of the children are entered and ensured, the final 

consolidated application can be submitted and PDF can be generated. To do 

this, go to “Home”->”Submit & Print Application”. On clicking the Submit 

button alert will be displayed as shown below.  

 

17. Once, the button is clicked PDF Application will be generated and No 

Changes will be allowed thereafter and submission is final. 

 

18. The status of the CEA can be checked from the “HISTORY” button available 

here. The status will be changed accordingly based on the actions of Pay Bills 

Section 
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