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Scheduled Claims Setup – PCO Account



2

CYC Homepage
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Login to 
the Portal
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Account Landing Page
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Select the “I Want to…” 
Menu and click on Set up 

Recurring Claim 
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Claim Schedules Page
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Select “Create a 
Claim Schedule”
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Create a Claim Schedule (Page 1)
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Enter the Claim Amount1

Ensure the Correct Member 
is Selected2

Select the Service Type: 
Health Insurance Premiums3

Enter the Vendor/Provider4

Enter an optional Service 
Description5

Enter frequency of recurring 
claim to monthly6

Enter day of month for 
payment, start and end date7

Click Continue8
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Scheduled Claim Verification Page
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Verify All of the 
Claim Information1

Acknowledge the 
IRS Compliance 

Information
2

Click Save3
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Scheduled Claim Verification Page
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Select “Save”
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Scheduled Claim Confirmation Page
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