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How to register for UniMed’s Member Portal
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Complete Registration Form for Claims
Submission

1 From the UniMed homepage, click "Claims" in the green ribbon in the header.
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2 You will land on our Smart Claim/Member Portal page.

3 Once there, you can learn more about the UniMed Member Portal.
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2 You will land on our Smart Claim/Member Portal page.

3 Once there, you can learn more about the UniMed Member Portal.
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4 And you can register for the Member Portal by clicking "Register Now"

5 When you click register, you'll land on the registration page. Read the information
above the form.
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4 And you can register for the Member Portal by clicking "Register Now"

5 When you click register, you'll land on the registration page. Read the information
above the form.

Made with Scribe - https://scribehow.com 4

6 Fill out the form.

7 Once you've filled out the form, click "Submit"



UNIMED MEMBER PORTAL GUIDE 2024 6

Made with Scribe - https://scribehow.com 4

6 Fill out the form.

7 Once you've filled out the form, click "Submit"
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8 Read the confirmation message and keep an eye on your inbox for an email with
your temporary password.
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How to reset your password
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Reset Password and Upload Document
Guide

1 If you’ve forgotten your password, head to UniMed.co.nz and select sign in
from the top of the website.  

2 From the sign in box, select the forgot your password link near the bottom
of the box. Type in your username and click 'forgot your password?'. If
you’ve forgotten your username call us on 0800 600 666, or if you’re a Fulton
Hogan employee call 0800 346 334.
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3

4 Once you’ve added your username you’ll see this message which says that
we’ve sent a password reset code to your email. 
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5 After you’ve found your password reset code in your email, click on the link
in the email or find your way back to the open window in your browser to
enter the code. Think of a new password that contains at least 8 characters,
1 number, 1 special character, 1 uppercase and 1 lowercase letter. 

6 Click "Change Password"
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How to update your contact details
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How to update my contact details

1 Navigate to unimed.co.nz

Sign in to your Member Portal using your username and password.

2 From your dashboard, scroll to the "My Info Section". At the bottom of this you'll
see the button "Edit my contact details".

Click "Edit my contact details".
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3 From here you can update your first and last name, your email, phone number
and address.

4 Once you've made the necessary changes you can press "Submit".
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5 You'll receive this message which explains that any changes you've just made, will
take some time to update in the system.
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How to add a family member to your Health Plan
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Add Family Members to Insurance Policy

1 Navigate to unimed.co.nz

Sign into your Member Portal using your username and password.

2 From your dashboard, scroll to the "View Family Members" section.



UNIMED MEMBER PORTAL GUIDE 2024 14

Made with Scribe - https://scribehow.com 2

3 Here you'll see any family members previously added to your policy. At the bottom
of this you'll see the button Add family members, click this.
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4 You'll come to the Add family member page. Read through the details on the page
before proceeding, these are:

• There might be a cost to add a family member and we might ask for extra information to help
us add your family members.

• The family member you're adding needs to be either a NZ citizen, holder of a resident visa or
holder of a work visa for a minimum of two years or otherwise entitled to free public healthcare
as determined by the Ministry of Health.
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5 If you're comfortable to proceed, complete the form by selecting whether you're
adding a spouse or child to your policy, the date you wish their cover to start, their
first and last names, their gender at birth and their date of birth.

6 If they have the same contact information as you, then you can keep this box
ticked here which means we'll use the details we have on file. If you untick this box
you can add in their own email and phone number.
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7 Once you're set, press submit.

8 After clicking submit you will see this message.



UNIMED MEMBER PORTAL GUIDE 2024 17

How to submit a claim
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Submit Health Insurance Claim Form.

1 Click "Smart Claim"
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2 Click "Submit a claim"

3 If you have multiple policies, then check that you are claiming against the correct
policy.
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2 Click "Submit a claim"

3 If you have multiple policies, then check that you are claiming against the correct
policy.
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4 Check that your member details are correct.

5 Check that your bank account details are correct.
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4 Check that your member details are correct.

5 Check that your bank account details are correct.
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6 Select the name of the person for who the claim is for.

7 Select the service provider from the dropdown list.
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6 Select the name of the person for who the claim is for.

7 Select the service provider from the dropdown list.
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8 Enter the reason for the visit.

9 Enter the date of the visit.
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8 Enter the reason for the visit.

9 Enter the date of the visit.
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10 Enter the amount paid.

11 If you have another visit to claim for, click "Add another visit".
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10 Enter the amount paid.

11 If you have another visit to claim for, click "Add another visit".
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12 Then enter the details of that visit.

13 Once you've entered the details of all of the visits you wish to claim for, you will
need to upload the relevant invoices.
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12 Then enter the details of that visit.

13 Once you've entered the details of all of the visits you wish to claim for, you will
need to upload the relevant invoices.
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14 Read the declaration and privacy statements.

15 If you are not ready to submit your claim, you can click "Save as draft" and come
back to it later. The system will hold your draft for 30 days.
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14 Read the declaration and privacy statements.

15 If you are not ready to submit your claim, you can click "Save as draft" and come
back to it later. The system will hold your draft for 30 days.
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16 If you have uploaded all invoices and are ready to submit, then click "submit".

17 Once your claim is submitted, it will go to the UniMed Membership Services Team
who will process it. The claim will not show in your Claim History until it's been
processed.
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16 If you have uploaded all invoices and are ready to submit, then click "submit".

17 Once your claim is submitted, it will go to the UniMed Membership Services Team
who will process it. The claim will not show in your Claim History until it's been
processed.
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How to submit a request for prior approval
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Submit prior approval request for Hospital
Select Base Plan.

1 Click "Smart Claim"
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2 Click "Request prior approval"

3 If you have multiple policies, then check that you are requesting prior approval for
the correct policy.
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2 Click "Request prior approval"

3 If you have multiple policies, then check that you are requesting prior approval for
the correct policy.
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4 Review your member details.

5 Enter the details of the person for whom prior approval is being requested.
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4 Review your member details.

5 Enter the details of the person for whom prior approval is being requested.
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6 Read the information about what you need to provide for your prior approval
request.

7 Upload the required documents by clicking "Browse".
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6 Read the information about what you need to provide for your prior approval
request.

7 Upload the required documents by clicking "Browse".
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8 Read the declaration and privacy statement.

9 Then click "Submit"
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8 Read the declaration and privacy statement.

9 Then click "Submit"
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10 Once you've submitted your request, it will go to our team for review.
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How to submit a surgical payment claim
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Submit Surgical Payment Claim for Hospital
Select Base Plan

1 Click "Smart Claim"
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2 Click "Surgical payment"

3 If you have multiple policies, then check that you are submitting a surgical
payment for the correct policy.
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2 Click "Surgical payment"

3 If you have multiple policies, then check that you are submitting a surgical
payment for the correct policy.
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4 Review your member details.

5 Enter the details for whom the surgical payment reimbursement is being claimed.
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4 Review your member details.

5 Enter the details for whom the surgical payment reimbursement is being claimed.
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6 Upload the necessary documents to support your surgical payment claim.

7 Read the declaration and privacy statements.
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6 Upload the necessary documents to support your surgical payment claim.

7 Read the declaration and privacy statements.
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8 Click "Submit"

9 Once you've submitted your surgical payment claim, it will go to our team to be
reviewed and processed.
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8 Click "Submit"

9 Once you've submitted your surgical payment claim, it will go to our team to be
reviewed and processed.
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