
How do I attach a file to a claim?
1. Find the claim you want to attach a file to via Quick Search, Patient Lookup, or Browse Claims 

processes.  

2. Once the claim is found, scroll to the bottom of the screen and click the Upload Attachments 
link. If this link is not available, it means the claim is still processing. Check back in 24 hours. 

3. In the Attachments section, drag the document you want to attach to the claim to the upload 
box. Note the listed file size and file type requirements. 

4. Select the Document Type.

5. Add any necessary Notes. 

6. Click the Attach To Claim button to complete the attachment. Clicking Cancel will clear the 
form if needed. 
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