
 
 

How to Upload Documentation for a Claim in Plan Central 

 
 

1. Log in to Plan Central 

 Go to the Plan Central provider portal SummaCare Plan Central 

 Enter your username and password 

 If you don’t have access, click on the provider registration link 

 
 
 

 

2. Locate the Claim 
 

 After logging in on the main dashboard, click on inquiries then select claims. 

 Enter the claim number in the appropriate field or the member ID and date of service, 
select enter. 

 Once you locate the correct claim, click on the row to open the details. 
 

 

3. Claim Adjustments and Corrections 
 

 Scroll down and you will see the Claim Adjustments and Corrections box 

 Click on Adjustment Request 
 
 
 

 
 

 
 

https://sts.myplancentral.com/Account/Login?ReturnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3DPCWebPRD%26redirect_uri%3Dhttps%253A%252F%252Fsummacare.myplancentral.com%252Fsignin-oidc%26response_mode%3Dform_post%26response_type%3Dcode%2520id_token%26scope%3Dopenid%2520profile%2520roles%2520UserType%2520Branding%2520PwdChgDte%26state%3DOpenIdConnect.AuthenticationProperties%253Dp1I6mAwUhLqFHd1n598pEQYj45xzV2ODEiPjeJD0tPYrL3CF28B77dDBc3LuVKqe_qHBf3OL2H2eORWQ1xRfks8F4OZYDd4Xi8x3s4nY5V4u3y7fmnwFQQETtCzNrHlXnafJDWV0x5oG6ZVzt30Y_R7t_Dz8jnlFdR7yKihIN7HONDJswOKjtKm1TP3ILFQh_HOo3FStiaoZ45mdcnu6Mztj7mZNeKN12R-MYWQxktT4KgPb8IENQctINTqmq-B4aFY5ALw-ndUu_ywchEPLKA%26nonce%3D639050364424572512.Y2UzYTVlZDAtY2IxZC00ZjE2LWJkNmUtODRkMDczY2NmNmY1Yzk3NDk4OTQtYjI4Yy00NzFkLTkwNmQtNzQ3OGFiNDE0NzRm%26x-client-SKU%3DID_NET461%26x-client-ver%3D5.3.0.0


 After you click adjustment request, you will see a box that states, “please select a reason for your 
request”. 

 To send medical records, click on “other adjustment reason not listed above” if it applies.  

 
 

 
4. Fill out the required information (contact name, phone, email…) 

 

 Once you click Yes or No, for “Have you previously discussed this claim” …. additional options 
will appear as listed in the box below. 

 If you spoke to a representative, add their name in the box and if you did not speak to a 
representative, mark “No”. 

 

 

 

 
 

 
 



 Check the box for the medical records disclaimer. 

 Click select or drag a file to the box for review. 

 You may provide additional information in the explain box and click submit. 
 

 
 
 
 
Tip: If you need to upload multiple documents, repeat the process for each one. 

 

Need help? 
Contact Provider Support Services or your assigned Provider Engagement Specialist with failed 
uploads or technical issues at 330.996.8400 or email providerengagement@summacare.com. 
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