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Your Claims 
You can submit and view claims in the myCHPW member portal. To view claims, you must be a current member of 
CHPW, and you must have an active portal account. 

Member Claim Submission – How to Submit a Claim 
Follow the step-by-step instructions below to submit claims. 

Before You Begin 
Log in to the CHPW Member Portal and start from the Member Dashboard. 

You will be able to: 
• Search for your claims through My Claims Summary. 
• Submit a Claim. 
• View Claims. 

Screens—Submit a Claim 
Member Dashboard – Quick Links 
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Member Claim Submission 

Member Search 
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Member Search Results 

Member Claim Submission 
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Patient’s Relationship to Insured 

Provider Information 

Proprietary and Confidential | September 2024 
CHPW Member Portal 

Page 4 of 16 



of 16

 

       
   

      
   

 
 
 
 
 
 

 

 
 

   

 

Provider Search 

Provider Search Results 
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Provider Information 
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Servicing Information 
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Diagnosis Search 
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Upload File 
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Add Claim 

Add Additional Claim 
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Delete Claim 

Confirmation Message 
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Screens—View Claims 
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Step-by-Step Instructions 
Steps 

Start on your Member Dashboard 

1. Click the Claims >> Submit a Claim quick link. 

The Member Claim Submission page is displayed. 

2. Search for your Member Information to auto-populate this section. 

a. You can enter your CHPW Member ID and click the magnifying glass to 
search. Or, you can click the magnifying glass first to search with your CHPW 
Member ID, your Medicare ID, or your ProviderOne ID. You can also search 
by your member name, date of birth, and more. 

b. Then click the Search button to retrieve your member information. 

c. Once your Member ID is validated, the record(s) will display, showing your 
Subscriber ID, Member Name, DOB (date of birth), and more. 

d. When you select the radio button (click the small circle in the Select colum) 
and click the Continue button, you will be taken back to the Member Claim 
Submission screen and your member details will populate. 

e. If you have any dependents, you will be able to select the member from the 
Member Search Results. You can select your dependent from the dropdown 
menu and then submit a claim for them. 

3. Provider search 

You can choose to search for a Provider Name with the magnifying glass displayed 
under the Provider Information section. If the provider is not in our system, then you 
will not receive any results. 

a. Enter the provider details or click on the Search button to select a provider. 

b. After you click the Search button, the Provider Search Results screen 
will be displayed. 

c. Select a provider from the list and click the Continue button. 

d. Enter a keyword in the Clinic/ Facility Name field, then select a clinic or 
facility name from the dropdown menu. 

e. Enter the address information of the clinic/facility. Required fields are 
marked with a *. 
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4. Servicing Information 

You must enter the Servicing Information: Date Of Service, Diagnosis Code, etc. 
Hover your cursor over a question mark icon to see more information about what to 
enter. All fields in this section are required. 

a. You can enter a date in the Date of Service field or you can select a date 
by clicking on the calendar icon. 

b. You can enter a Diagnosis Code in the text field or you can search using 
the magnifying glass icon. Once you have selected the diagnosis code, 
the Diagnosis Code field is updated. 

c. Next, search for the procedure code in the Procedure Code field. Enter 
keywords, or part of a keyword, then select from the dropdown list. 

5. Next, you must complete the Proof of Payment field. For example, you can type 
“receipt” or “superbill.” 

6. Upload File 

Upload your Proof of Payment. File formats .pdf, .tiff, .tif, .png, .jpeg, .jpg, .bmp files 
should be supported. 

7. Add Claim 

Click the Add Claim button and your claim details will be displayed. 

a. Once you click the Add Claim button, you can either: 

i. Click Submit to send your claim(s) for processing; 

ii. Or, you can add another claim with the same member and provider 
information pre-populated; 

iii. Or, you can key over the pre-populated provider information to enter 
a claim for another provider. 

b. If you are entering additional claims, the Servicing Information section will be 
cleared out by the system. You will be taken to the Servicing Information 
section to enter the additional claim details. 

c. If you choose to delete your claim and start over: 
The Action column has a delete option (garbage can icon). 
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d. Once you have entered all of your claims, click Submit. 

e. A “success” message should display after you click the Submit button on the 
Member Claims Submission screen. 

8. View Claims 

You can view claims that you have submitted on the Submit a Claim tab. 

Click the View option in the Action column to display a snapshot of the submitted claim. 

Click the Back to Summary button to return to the Submit/View Member Claims screen. 

Click the Submit a Claim button to return to the Member Claim Submission screen. 

If you need help submitting claims in the portal, please email CustomerCare@chpw.org. 

Revised 9/24/2024 
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