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Entering Insurance Information 
After you have completed the Data Confirmation it is important to update your student’s Medical Insurance 
Information. 
 
To update your Insurance Info click on the Medical Tab.  Select Insurance Info.  Click on Add New Record. 

 

 

 

 
 
 
 
 
 

 
 
 
 

1.​ For your Insurance Coverage enter the Insurance Carrier, Member ID, Group ID*, and Effective Date in the 
appropriate fields below.  Enter the Subscriber First Name & Last Name in Comments. Click on the Save icon 
before you exit the screen. 
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The following is an example of how the screen will look after you click on Save. 

 
 

*Note: If your insurance card does not have a Group ID number, you can skip that box. 
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