
Online Claim Entry 
With Receipt Upload

1. Log in to your benefits �web
portal.

2. Click the Online Claim Entry link
or icon. (fig. 1)

3. Click Start New Claim Form.
�(fig. 2)

4. Select the type of claim you wish
to enter.
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5. You may choose to Submit
Online or Fax. (fig. 3)

6. Choosing to Submit Online
allows you to upload the
receipt in the form of a .pdf,
.bmp, .gif, .png, or .jpg file.
(fig. 4)

• If you choose to Submit Online
you will not have to print and
fax.

• You can still choose to print
and fax the forms by selecting
the Fax option.

7. To upload the receipt click
Browse, locate the .pdf, .bmp,
.gif, .png, or .jpg file.

8. Click OK. (fig. 5)
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9. Click the View link to view the
uploaded file and make sure it
is readable. (fig. 6)

10. Complete the claim fields and
click Save The Claim Form. If
you have selected Submit
Online, you cannot Save
unless you have attached a
receipt.(fig. 7)

11. You can continue to  enter
claims and upload/attach
receipts  until you click Submit
The Claim Form Online.

12. If you have elected to  receive
emails, you will receive an
email notifying you the claim
has been received by your
benefits administrator.
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