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Employer Portal – Request Updated Bill 
 

  

This Quick Reference Guide (QRG) will provide an overview of the process to Request an Updated 
Bill. 

 

 

 
Let us look at the steps in detail to Request an Updated Bill.  
 

 
 

Step 1: 

1. From the EmblemHealth Home page, Click the Billing tab. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Purpose: To Request an Updated Bill. 
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Step 2: 

The Billing screen displays. 

1. Click the Billing Account number. 

 

 

 

Step 3: 

The Billing & Payments History screen displays. 

1. Click Request Updated Bill for the latest invoice. 
Note: A user can only request an updated bill once per bill per billing cycle.  
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Step 4: 

The Request Updated Bill screen displays. 

1. Select an option from the Updated Bill Reason drop-down menu. 

2. Provide more details on the reason for your updated bill request.  
Note: For Terminations and Add/Term Dependent reasons, please provide a valid Member 

ID. For New Enrollments please provide Member Last Name, First name and SSN (last 4 

digits). 

3. Click Submit. 

 

 

 

Step 5: 

The Confirmation screen displays. 

1. Click Finish. 
Note: You will receive an in-app portal notification when your request has been reviewed by 

the billing operations team.  
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