
Quick Reference Guide: Uploading Documents to Existing Claims or PAs
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Effective 3/12, for users to upload documents on the PNM Portal to an existing Claim or PA, the user 

will have to perform a search of the Claim or PA and use the “Upload” link to attach documents. 

Additionally, only certain statuses will allow document upload.

During claims 
search, users will 
be able to upload 
a document by 
clicking on the 
‘Upload’ 
hyperlink.

Users will now be able to select the “Upload Attachment-Choose File” and “Document Type”.  All other fields remain non-editable. Click “Add” to 

add up to 10 documents.  Each document allows a maximum of 10MB.  After all documents are attached, the user is expected to verify and ensure 

the attachments added, ICN and Recipient ID are accurate. After verifying, the user can click the ‘Send’ button to submit the files for further 

processing.  If the user clicks ‘Cancel’, no attachments will be sent and will be redirected to the ‘Search’ page.
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Disclaimer: It is the Provider’s responsibility to keep information up to date in PNM. This includes specialties, contact information, addresses, etc.
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44 During a PA 
search, users 
will be able 
to upload a 
document 
by clicking 
on the 
‘Upload’ 
hyperlink.

User will now be able to select the “Upload Attachment-Choose File” and “Document Type”.  All other fields remain non-

editable.  Click “Add” to add up to 10 documents.  Each document allows a maximum of 10MB.  After all documents are 

attached, the user is expected to verify and ensure the attachments added, PA Number and Recipient ID are accurate. 

After verifying, the user can click the ‘Send’ button to submit the files for further processing.  If the user clicks ‘Cancel’, no 
attachments will be sent and will be redirected to the ‘Search’ page.


