Provider Portal Quick Reference Guide

Ke p I'O How to Add Supporting Documentation

Summary

Occasionally, you will need to add additional supporting documentation to a request that
was previously submitted. The below instructions will identify the steps to upload
additional documents to a submitted request.

Open Request
Within the submitted request, expand attachments, expand Documents, and then
select CLICK HERE TO UPLOAD FILE

Attachments A

Documents A

F I n d F I Ie « fields are mandatory /

SELECT FILE «

A pop up will display, click BROWSE to search for  |[e===mmm|
the supporting documentation e

accordance to HIPAA standards, please do not password protect or
e personally encrypt any files you wish to upload.

Larger files will take longer to upload/download. Please be patient

Open File J——
Select the file,
and click OPEN

T B e [ FILE UPLOAD

SELECT FILE =

BROWSEMAX FILE SIZE: 4 MB

Upload
Select Document Type and Request, then click
UPLOAD. Repeat Steps 1-4 until all documents

are uploaded.
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All files uploaded will be encrypted and stored in a secure location in
accordance to HIPAA standards, please do not password protect or
personally encrypt any files you wish to upload

Vi eW D o c u m e n ts Larger files will take longer to upl Waﬂ Please be patient

All uploaded documents will be visible in the
Documents section ..
for review.
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