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Within ATS you have the ability to add your secondary insurance to all your athletes, or select group 

of athletes in bulk.   

The first thing you need to do is select an individual athlete and add your secondary insurance policy 

to this athlete’s profile.  *Be sure to remember or write down the athlete you added this insurance 

entry to you, will need it later on in the process.   

Once you are in your chosen athlete’s profile click on the Insurance Tab, then click “new” under the 

insurance menu.  
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Once the Athlete Insurance Box loads fill in the required/desired information.  Be 

sure to set the Payor # as 2. 

If you want to upload a picture of the insurance card with this entry click the Card Front/Back 

tab.  You can load the front and back pictures separately or as one.  Click in the Load Graphic 

button in the areas you choose.   Be sure to save when you are finished. 
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Now we will move on to adding your secondary insurance to your other athletes in bulk.   

Go to admin—>Athlete Utilities—>Secondary Insurance—>Add Secondary Insurance:—> then 

make the appropriate choice.   

You will see a notice in a red box 

indicating that once this process 

is completed it cannot be undone.  

Click  Yes to continue. 

A list of your athletes will pop up, you need 

to select the athlete that you added the  

Insurance entry to in the previous step. 
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Once you have selected your athlete, the next box 

to appear will be a list of the insurance company 

entries in that athlete’s profile. Select the one that 

is your Secondary Insurance Company. You will 

see a notification when the process is complete.   

This process is the same for all of the “add” options, if you select any other than the all 

athletes option you will receive an additional prompt after the selection of the insurance 

entry based on what add option you chose: Team, Organization, Class Year, Athletes 

Without Active Insurance, or the Bulk Select option. 
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You can remove Secondary Insurance Entries in bulk as well.  Go to admin—> Athlete 

Utilities—>Secondary Insurance—> Remove Secondary Insurance—> then make the 

appropriate choice.   

You will see a notice in Red box indicating 

that this process cannot be undone.  Click 

Yes to continue. 

You will then have to select an athlete 

that you know has the secondary            

Insurance entry in their athlete profile.   
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Choose the correct insurance entry to be 

removed. You will see a notice when the 

process is complete.   

The “remove” process is the same for all the options, if you select for Team,            

Organization or Class year you will be prompted to make an additional selecting     

indicating this after you select your athlete and insurance entry that is to be removed.   


