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Roster Management – Change PCP 

  
This Quick Reference Guide (QRG) will provide an overview of the process for Changing PCP: 

 

 
 

 
 

Let’s look at the steps in detail for Changing PCP: 

 

 
 

Step 1: 

1. From the EmblemHealth Home page, select the Roster Management 

tab. 

2. From the drop-down menu, select View Member Roster. 

 
  

Purpose: Change PCP. 

Please note your screen may look different depending on the plans for which you 

and your dependents (if any) are enrolled. 
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Step 2: 

1. Select the Member ID of the subscriber for whom you would like to 

change Primary Care Providers. 

   

 

 
Step 3: 

The Subscriber Details screen displays. 

1. From the Subscriber Actions drop-down menu, select the Change PCP 

option. 
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Step 4: 

The Service Type screen displays. 

1. Fill in the desired fields (i.e., Network, Plan Name and Service Type). 

2. Click Next. 

 
 

 
Step 5: 

The Choose Specialties screen displays. 

1. Fill in the desired fields (i.e., Specialty, Provider First Name and 

Provider Last Name.) 

2. Click Next. 
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Step 6: 

The Location and Distance screen displays. 

1. Enter Zip code or click Use my location to search providers near you. 

2. Click Next. 

 
 

 
Step 7: 

The Provider Search Results screen displays. 

1. View and Compare Providers from the list displayed. 

2. Click Choose as PCP on the desired provider.  

3. Click Next. 
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Step 8: 

The Review Changes screen is displayed. 

1. Click Confirm. 



 

 

 

Thank 

You 


