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Steps to Upload Your Insurance Card Using a

Personal Computer (PC) or Mobile Device
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1. Once you've completed the previous section of S oI
PreCheckin you'll arrive at Insurance. P L
° TO add a Coverage C“Ck + ADD A COVERAGE E::srea::uea:;]u:v“:\snranoecavd below. If you are covered by multiple insurances, please upload them in the order in which they
are to be billed. Uploading your insurance card saves you time at check-in by allowing us to process your information prior to your
- To add a photos of your insurance card, e s s T o
C“Ck Add Insurance Card PhOtOS Click here to find out if your insurance is accepted by Gleveland Glinic.
NOTE: The insurance information listed below may look slightly different than what is presented on your insurance card. If you feel
that the Insurance Information s Invalld, proceed with removing the coverage and add the appropriate coverage via the ‘Add a
H coverage’ button below. This process may take up to 30 days to review and Is subject to approval due to Cleveland Clinic Insurance
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Each should be saved to your PC as separate files in oo} g
one of the following formats (e.g...bmp, .doc, .docx, S e e |
.jpeg, .pdf, .png, .tif or .tiff).
Please have the files saved and accessible on your L i

PC prior to starting your upload process.

2. Complete the fields and upload both sides of your
insurance card, one side at a time.

* Click ADD FRONT to upload the front image of your
insurance card.

3. Locate the photo file of your insurance card saved to your PC.

» Select the file and click the Open button. < e ivay S
o ' ]lin‘
4. The front of your insurance card should now be uploaded.
* Click ADD BACK to upload the back image of your
insurance card. Repeat Step 3 to locate and upload file. b e
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5. Both sides of your insurance card should now be
uploaded. Click the VIEW button to review the image(s)
or the REMOVE button if you need to make adjustments.

* Click the SUBMIT button to save your files.

Document(s) will be placed in pending review. | 4




Add an Insurance Card Using a Mobile Device

1. Once you've completed the previous section of PreCheckin you'll arrive
at Insurance.

¢ Scroll down and tap ADD INSURANCE CARD PHOTOS.

You will need to have image files of both the front and back of your insurance
card on your mobile device. If you do not have images available, you will have
the option of capturing photos using your mobile device during the upload process.

2. Upload both sides of your insurance card, one side at a time.

» Tap ADD FRONT to upload the front image of your insurance card.

3. Choose one of the following options to upload the image.
* Take a photo of the front of your insurance card.
* Locate a previously taken photo of your insurance card.

* Browse your storage to locate the front of your insurance card.

4. Tap ADD BACK to upload the back image of your insurance card,
and repeat Step 3.

5. Both sides of your insurance card should now be uploaded. Tap the VIEW button
to review the image(s) or the REMOVE button if you need to make adjustments.

* Click the SUBMIT button to save your files.

Document(s) will be placed in pending review.
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Uploading images of your card now will help
speed up the check-in process for your next
visit.
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MyChart is a registered trademark of Epic Systems Corporation.
Epic Systems Corporation is not affiliated with the content provided in this publication.
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