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To file a secondary claim, from the Patient Care menu, choose either Professional or Institutional Claim Entry. 

SECONDARY CLAIMS 
USER GUIDE 



MY INSURANCE MANAGER  SECONDARY CLAIMS USER  GUIDE 

    3 NOTE: This guide is for training purposes only. This is not a guarantee of payment. Non-payment of premiums and other 
contractual limitations may result in denial of benefits or refunds. 

 

PLAN INFORMATION 
 
 

 
 
On the Plan Information page, for “Is the selected plan the primary payer?” choose No.  
 
 

 
 
 
Continue entering your provider, patient and claim information. After you’ve entered your claim line information 
you will be asked for the other payer information. 
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OTHER PAYER INFORMATION 
 
 

 
You can choose another payer by clicking on the link or manually entering the payer information.  
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OTHER PAYER INFORMATION – MEMBER INFORMATION 
 

 
 
Enter the patient’s other insurance information in the required fields. 
 
 

 
You have the option of entering the Other Payer Claim Information and Adjudication Information. 
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OTHER PAYER INFORMATION – CLAIM ADJUSTMENT OPTIONS 
 

 
 
For Professional claims, we recommend you enter the other payer money as a line level adjustment.  
For Institutional claims, we recommend you enter the other payer money as a header level adjustment.  
 
Please Note: We automatically default to these options based on whether you choose to file a professional or 
institutional claim. 
 
Enter the amount under Payer Paid. 
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OTHER PAYER LINE SELECTION – CLAIM LINE ADJUSTMENTS 
 
 

 
The Other Payer Line Selection page lets you review the other payer information you’ve entered and make 
corrections if necessary. If the information is correct, click Continue and you can review all the claim information 
before submitting it for processing. 
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