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Group Overview – Add Subscriber 

  
This Quick Reference Guide (QRG) will provide an overview on the process of adding an employee. 

 
 
Let us look at the steps in detail for adding an employee.   
 

 
 

Step 1: 

1. From the EmblemHealth Home page, click the relevant Group ID.  

 
  

Purpose: To add an employee. 
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Step 2: 

The Group Summary screen displays.  

1. Click Add Subscriber from the Group Actions drop-down menu. 

 
 

 
Step 3: 

The Add Subscriber screen displays. 

1. Enter the Subgroup Name. 

2. Enter Class Name* in the type-ahead field. 

3. Select the Class Name from the drop-down menu. 

4. Click Next. 
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Step 4: 

The Employer Census screen displays. 

1. Enter the employee’s information in the appropriate fields. 
Note: An asterisk (*) indicates a required field. When a Zip code of New York, Connecticut or 

Massachusetts is entered, the State and County fields are auto-populated. 

2. Select the Include Dependent(s) checkbox if there are any dependents. 

3. Click Next. 

 

 

 



 

4 
 

 

Group Overview – Add Subscriber 

 

 
Step 5: 

The Coordination of Benefit (COB) Information screen displays. 

1. Click Yes or No based on the details available. 

Note: In this example, we are choosing Yes. 

2. Click Edit from the drop-down menu. 
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Step 6: 

The Coordination of Benefit (COB) Information edit screen displays. 

1. Select Type of Coverage and Insurance Order from the drop-down 

menu. 

2. Enter Other insurance and Insurance Policy Number. 

3. Select the End Date. 

4. Click Save. 

 
 

 
Step 7: 

The updated Coordination of Benefit (COB) Information screen displays. 

1. Click Next. 
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Step 8: 

Depending on the plan you have selected, the Add Your Provider screen may 

display. 

1. For the question, “Do you already have a participating Primary Care 

Provider, or do you wish to find one now?” select Yes or No.  
Note: For this example, we will choose Yes.  

2. Click Edit. 

 
 

 
Step 9: 

The “Select member(s) to add or change PCP.” screen displays. 

1. Select the Update PCP checkbox. 

2. Click Save. 
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Step 10: 

The Add Your Provider screen displays again. 

1. Click Next. 

 
 

 
Step 11: 

The Service Type screen displays. 

1. Review the details and click Next.  
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Step 12: 

The Choose Specialties screen displays. 

1. Select Specialty from the drop-down menu. 

2. Click Next. 

 
 

 
Step 13: 

Location and Distance screen displays. 

1. Enter the ZIP code. 

2. Select the distance within which you want the list of providers, from the 

Distance From drop-down menu. 

3. Click Next. 
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Step 14: 

Depending on the chosen specifications, Provider Search Results screen 

displays. 

1. Click Choose as PCP for the preferred provider. 

 
 

 
Step 15: 

The Select Effective Date of Change screen displays. 

1. Review the details and click Next. 
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Step 16: 

The Review Changes screen displays.  

1. Review the details and click Confirm. 

 
  

Katharine Hepburn 
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Step 17: 

The Review Application screen displays. 

1. Review the details and click Submit. 
Note: Click the back button to make any changes. 
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Step 18: 

The Confirmation screen displays. 

1. Click Done. 
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