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Employer Portal –View and Update Subscriber Details 
 

  
This Quick Reference Guide (QRG) will provide an overview of the process to View and Update 
Subscriber Details. Specifically, this QRG covers Change Name and Change Subscriber Address. 
 

 
 

 
 
Let us look at the steps in detail to View and Update Subscriber Details.  
 

 
 

Step 1: 

This is the process for Change Name. 

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

tab. 

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

 
  

Purpose: View and Update Subscriber details. 
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Step 2: 

The Member Roster screen displays. 

1. In the Search By field, select desired option (None, Subgroup ID, or 

Subgroup Name).  

2. If Subgroup Name or Subgroup ID are selected, then enter Subgroup 

Name or Subgroup ID in the Search field. 
 

 
 

 
Step 3: 

1. Click Search. 
Note: Check the Subscriber Only checkbox to search for Subscribers only (excluding 

Dependents). Check the Future Effective checkbox to search only for members whose 

coverage is Future Effective. The Member Status drop-down menu defaults to All. You can 

also select Active or Inactive.  
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Step 4: 

The results display. 

1. Click Member ID to view member details. 
Note: Records can be sorted by desired field; by default, they are sorted by Member Name. 

 
 

 
Step 5: 

The Subscriber Details screen displays.  

1. Click Subscriber Actions.  
Note: For a dependent, these steps are the same. The Subscriber Actions drop-down menu 

will be called Dependent Actions. Available actions may vary according to the group type 

and/or the plan type (e.g., Medicare). 

2. Click Change Name from the drop-down menu to change Subscriber 

name.  
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Step 6: 

The Change Name screen displays. 

1. Enter First name and Last Name. 
Note: Fields marked with an asterisk are mandatory. 

2. Click Upload Files or drop files in the Upload Supporting Document 

area to upload the supporting document files. 

 
 

 
Step 7: 

1. Click Next. 
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Step 8: 

The Confirmation Screen displays. 

1. Click Ok. 
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Step 1: 

This is the process for Change Subscriber Address. 

1. Click Subscriber Actions. 

2. Click Change Subscriber Address from the drop-down menu to change 

the address. 
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Step 2: 

The Change Subscriber Address screen displays. 

 
 

 
Step 3: 

1. Click Home to update home address. 

2. Enter the required information.  

3. Click Save. 
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Step 4: 

1. Click Mailing to update the mailing address. 

2. Enter the required information. 

3. Click Save. 

 
 

 
Step 5: 

1. Click Both to update home and mailing address at once. 

2. If your home and mailing addresses are the same, select the Is Mailing 

Address same as Home Address? box. 

3. Enter the required information. 
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Step 6: 

1. If home and mailing address are not the same, enter the required 

information for both. 

2. Click Save. 

 
 

 
Step 7: 

The Confirmation screen displays.  

1. Click Ok. 



 

 

 

Thank 

You 


