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This Quick Reference Guide (QRG) will provide an overview on viewing transaction history and 
transaction details. 

 

 

Let us look at the steps in detail for viewing transaction history and transaction details. 
 

 
 

Step 1: 

1. From the EmblemHealth Home page, click the Transaction History tab.  
Note: Transaction History shows the status of all transactions in the last 24 months. 

 
 

Purpose: To view transaction history and transaction details. 
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Step 2: 

The Transaction History screen displays. 
Note: Transaction results can be filtered by From Date – To Date, Subgroup ID - Name, Member 

Name, Transaction Type and Transaction Status. A transaction can be canceled only if it has an 

“open” status. (All transaction types and transaction statuses are listed at the end of this 

document.) 

1. (Optional) Select the relevant Transaction Type. 

2. Click Apply Filters. 
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Step 3: 

The filtered results are displayed. 
Note: In this example, we selected Request ID Card as the transaction type.  

1. (Optional) Click Export to Excel to download the search results as an 

Excel file. 

2. (Optional) Click Clear Filters to remove the search filter. 

  

 

 
Step 4: 

The filtered results open in an excel file.  
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Step 5: 

The Transaction details of any transaction can be viewed by clicking the 

corresponding Case ID. 

1. Click the Case ID.  
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Step 6: 

The Transaction Details page displays.  
Note: The information displayed in the Transaction Details card will vary depending on the 

Transaction Type. 
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Step 7: 

Return to the Transaction History page. 

1. Click any column to sort the transaction history. 

 

 

 
Step 8: 

1. (Optional) To cancel a transaction, click the Case ID. 
Note: Only *Open status transactions can be canceled.  
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Step 9: 

The Transaction Details page displays. 

1. Click Cancel Transaction. 
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Step 10: 

The Confirmation required screen displays. 

1. Click Yes, cancel. 
Note: The Transaction Status will update to Canceled on the Transaction History page. 

 

 

 
Step 11: 

The Transaction History page displays. 

1. View the canceled transaction in the transaction history table.  
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Transaction Types 

Add Subscriber Request ID Card Change Group Primary Point of 

Contact (POC)* 

Change Plan (OE)* Reinstate Subscriber Change Group Billing POC* 

Transfer Reinstate Dependent Change Subgroup Primary POC* 

Add Dependent* Change Relationship Change Subgroup Billing POC* 

Change Plan (QLE) Change Date of Birth Billing – Payment  

Change Marital Status* Change Language/Ethnicity/Race Billing – Auto Payment 

Change Primary Care Provider 

(PCP) 

Terminate Subscriber Billing – Manage Account 

Change Name* Terminate Coverage Request Updated Bill 

Change Subscriber Address Terminate HSA/HRA 
 

Note: “*” indicates the transaction types that will be in “Open” status after user submits the transaction. 

 

Transaction Completion Timing 

Up to 24 business hours for your 

request to be reflected online. 

Change PCP 
Change Relationship 
Change DOB 
Change Language/Ethnicity/Race 

Up to three (3) business days for 

your request to be reflected 

online. 

Add Dependent 

Add Subscriber 

Change Group Billing POC 

Change Group Primary POC 

Change Marital Status 

Change Name 

Change Plan (OE) 

Change Plan (QLE) 

Change Subgroup Billing POC 

Change Subgroup Primary POC 

Change Subscriber Address 

Reinstate Dependent 

Reinstate Subscriber 

Request Rebill 

Terminate Coverage 

Terminate Dependent 

Terminate HSA/HRA 

Terminate Subscriber 

Transfer 
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Transaction Status   

Open The default status when a 
Case ID is created. 

In Progress This is the status when the 
team is actually working on 
the request. 

Completed When the transaction is 
successfully completed or 
unsuccessfully completed. 

Cancelled When a transaction is 
cancelled. Only 
transactions in “Open” 
status can be canceled. 

 

 

 

 

 

 

 

 

 



 

 

 

Thank 

You 


