
How to Add, Edit or Remove Insurance

Add Insurance Coverage
If you have insurance coverage(s) loaded into your health record, you 
will see it listed. If you do not have an insurance card loaded, or you 
need to add a new coverage, click Add a coverage.

1.	 Indicate which insurance policy you have.

2.	 Enter the Member number.

3.	 Answer “yes” or “no” as to whether you are the policy holder.

4.	 You can also upload front and back images of your insurance card.

		  a.	� Once the images are uploaded you can view the front and 
back. You may see different views of your cards. By clicking 
Preview not available, you can view your insurance card.

		  b.	 Click Submit to continue.

You can update, add, or remove coverage(s) at any time. 

1.	 Click Menu.

2.	 Click Insurance Summary.

3.	� On the insurance summary page, you can update, add or remove 
coverage, and replace insurance card photos.
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Update Insurance Coverage
You can update your insurance coverage at any 
time. 

1.	 Click Update Coverage.

2.	� Enter what you wish to edit in the comments 
section. An example could be “subscriber 
number is now 123456789.”

3.	 Click Submit.

4.	� You will see “Requested Updates: Updates will 
be submitted for review when you log out.” 

Removing Insurance Coverage
If you no longer have an insurance policy, you 
can remove it. 

1.	 Click Remove coverage.

2.	� After you click Remove coverage, you will 
get a warning asking you to verify that you 
want to remove the coverage.

Add Insurance Coverage, continued
5.	� You will see “Verification is in Progress.” This 

means our system is receiving your 
information.

6.	� Once it’s complete, you will see the 
insurance you just added under Pending 
Review.

Your uploaded insurance will be manually 
reviewed and confirmed by staff.


