
Document Checklist
Please make sure you attach the relevant documents when submitting a claim:

Clinic Visit 

	✓ Invoice Copy/Proof of Payment 
	✓ Medical Records

Diagnostic Tests

	✓ Invoice Copy/Proof of 
Payment

	✓ Copy of Referral from your 
Physician

Prescription

	✓ Copy of the Official 
Prescription Drug Receipt 
(with the DIN Number)

Paramedical

	✓ Invoice Copy/Proof of 
Payment 

	✓ Copy of Referral from your 
Physician

Emergency Room Visit

	✓ Invoice Copy/Proof of 
Payment

	✓ Emergency Room Report/
Discharge Summary

Dental Emergency 

(dental pain)
	✓ Copy of Dental Standard 

Claim Form
	✓ Invoice Copy/Proof of 

Payment

Dental Accident

	✓ Copy of Dental Standard Claim 
Form

	✓ Copy of Dental Chart Notes
	✓ Copy of Referral from 

          your Physician

Specialist Visits

	✓ Invoice Copy/Proof of 
Payment

	✓ Medical Records
	✓ Copy of Referral from your 

Physician

Hospitalization

(inpatient)

	✓ Invoice Copy/Proof of 
Payment

	✓ Complete Medical 
Records, including 
Ambulance Report; 
Triage Report; 
Consultation Notes, Test 
Results, and Discharge 
SummaryMedical Appliances

	✓ Invoice Copy/Proof of 
Payment

	✓ Copy of Referral from your 
Physician
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Use this method to submit a claim if you are a student or if you are a school administrator 
submitting a claim on behalf of a student using their Alumo Portal credentials.

If you need help with saving or accessing a saved draft claim, click here.

Navigate to your portal at www.alumoportal.ca.1

Log in to your portal using the email address and 
password you had signed up with. 

If you do not have an account, register using your 
School Name, Student ID, Last Name, and Date 
of Birth. If you need help to register, refer to the 
instructions in the document on this link. 

2

After you have successfully logged on to your 
portal, click on the ‘Get Started’ button on the 
‘Submit a claim’ tile.

3
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On the next page, select the type of claim you 
want to file, depending on the category. Make 
sure you select any relevant additional fields as 
well and click ‘Continue’ at the bottom. 

Hint: You can click the ‘Back’ button at any stage 
to go back to the previous page.

If you need help with saving or accessing a saved draft claim, 
click here.

5

On the next page, ensure that you have ticked your 
name under the ‘Claimant’ section and check that 
all details are correct. Click on ‘Continue’ when you 
are done.

4

On the next page, ensure you have answered 
all questions regarding your provider (i.e. your 
service provider for this claim) and click ‘Next’ 
at the bottom of the page. 

6
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On the next page, ensure you have answered 
all the questions related to your claim and 
treatment, and click ‘Next’ at the bottom of 
the page. 
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On the next page, ensure that you put in all the 
details regarding any benefit coverage you or 
your covered dependent has. Click on the ‘Next’ 
button at the bottom when you are done. 

8

On the next page, answer the questions related to 
payment information so we know where to send 
your claimed amount.

9
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Finally, on the next page, please ensure you 
upload all the relevant supporting documents 
(medical notes, emergency/hospital reports, 
receipts, paperwork, etc.) for your claim. 
Simply, put in the name of the document in the 
‘File Description’ field and then upload your 
document. You can upload up to 10 documents 
with a maximum of 10 MB per file. Once you are 
done uploading all your documents, click on 
‘Submit’ at the bottom.
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Read the terms and conditions, check
the ‘I acknowledge and agree to these terms 
and conditions’ and click on the
‘Continue’ button. 
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Congratulations, you have successfully 
submitted your claim! On this page, you will see 
all the details about your claim including your 
case number.

Tip: You can always check the status of submitted claims or 
your claims history by clicking on the “Claims Status” and 
“Claims History” tiles on the home page of the portal!
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After selecting the type of claim, you can save a 
draft of your claim to access later by clicking on 
the “Save” option at the bottom of the page. After 
clicking "Save”, your draft will be saved and a box 
will pop up with your Claim Reference Number.

1

To access your saved claims, click on the 
“Submit a Claim” tile after logging onto your 
Alumo Portal. Scroll down and you will see 
a list of your saved claims after your Alumo 
Policy Number.

2

Select a saved claim to manage it. You can 
delete a claim, continue filling it, or submit 
a new claim.

3

The above is for informational purposes only and is not legally binding. For a full description of coverage, please read your policy wording.

Intrepid 24/7™ Assistance is  
available 24/7 to help with:
•  Locating the nearest medical facility
•  Coordinating billing
•  Questions about coverage
•  Submitting a claim
•  Arranging emergency transportation

Notify Intrepid 24/7™ Assistance  
within 48 hours if you: 
•  Need to be hospitalized for any reason
•  Require surgery of any kind (including dental)
•  Need an MRI or CT scan
•  Need air transportation
•  Need medical attention outside Canada

ASSISTANCE

TOLL-FREE

DIRECT

CALL US  
FOR ASSISTANCE

+1.416.644.4873DIRECT

  +1.855.219.1587TOLL-FREE
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