
👉 Healthcare Centre Step-by-Step User Guide 
 
 
 
Step 1: Visit the 4CEPS Portal 
 

●​ Open a browser 
●​ Type www.4ceps.com in the address bar. 
●​ Press Enter.​

  You will reach the home page. 
 

 
 
 
Step 2: Sign Up to the Platform  

●​ Enter your mobile number, click “Send OTP,” and use the OTP received via SMS 
to log in and access your dashboard. . 

http://www.4ceps.com


 

 

Step 3: Complete Your Profile 

Fill in your healthcare centre details: 

●​ Centre Name & Type (Hospital, Clinic, Lab, etc.) 
●​ Address & Location 
●​ Contact Details 
●​ Upload Logo & Images 
●​ Add facilities (ICU, insurance, etc.) 

 

 



 

Step 4: Upload Documents for Verification 

Upload required documents such as: 

●​ Upload valid documents (license, accreditations, affiliations) for verification. 
●​ Enter Authorized person name, designation & upload authorization letter. 

After admin review and approval, your profile becomes visible to patients. 

 

 

Step 5: Add Doctors & Details 

●​ Add doctor profiles (name, qualification, image) 
●​ Assign specializations 
●​ Multiple doctors can be added under one specialization 



 

 

 

Step 6: Add Services 

List your services under categories: 

●​ OPD Consultations 
●​ Vaccination Services 
●​ Lab & Diagnostic Services 
●​ Operative Procedures 
●​ Non Surgical 
●​ Health Check-up Packages 

Add service details, pricing, set appointment slots (days & time) and description. 



 

 

Step 7: Manage Bookings 

●​ Receive patient bookings in dashboard 
●​ View appointment details 
●​ Confirm, cancel, or manage appointments 
●​  Provide consultation, tests, or treatment to visiting patients. 

 



  
 

Step 8: Update Reports & Status 

●​ Upload reports to patient dashboard 
●​ Update service status after completion 

 

 

 

 



Step 9: Billing & Platform Charges 

●​ Collect payment directly from patients at your centre 
●​ In our portal, patients need to make payment directly at the centre; online 

payment is not provided.  
●​ Healthcare centres are need to pay ₹99 per patient on a monthly basis to the 

RKTLC  Innovations account  

 

 Step 10: Manage & Grow Your Profile 

●​ Update services anytime 
●​ Add offers or discounts 
●​ Monitor bookings & patient reviews 
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