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This Quick Reference Guide (QRG) will provide an overview of the process to create a message 

using ‘Ask A Question’. 

 

 

*Note: Clicking the’ Ask A Question’ button on a specific record will create a message with the previous information auto-

populated. 

 

Let us look at the steps in detail to Create a Message Using Ask A Question. 

 

 
 

 
Step 1: 

1. From the EmblemHealth Home page, click the Transaction History tab. 
Note: The Ask A Question option is also available on the Billing and Subscriber and 

Dependents pages. In this example, we are going to click on the Transaction History tab. 

 
 

 

 

Purpose: Create a Message using Ask A Question. 
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Step 2: 

The Transaction History screen displays.  

1. Click the Case ID to view transaction details. 
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Step 3: 

The Transaction Details screen displays. 

1. Click Ask A Question. 
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Step 4: 

The Message Details screen displays. 

1. Enter text in the Message field. 

2. (Optional) Click Upload Files to add supporting documents. 

3. Click Submit. 
Note: The Category and Subcategory fields will pre-populate with information pertaining to 

the specific page on which the ‘Ask A Question’ button was clicked. In this example, these 

fields pre-populated based on the Change Name transaction.  

  

 

 
Step 5: 

The Confirmation screen displays. 

1. Click Done. 
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Step 6: 

The Transaction Details page displays.  

1. To view the message in the message center, click the Secure Messaging 

tab. 

 

 

 
Step 7: 

The Message Center page displays. 

1. View the Message ID in the message center table.  
Note: The Identifier column lists the case ID of the specific transaction linked to the 

message query. 
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