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User Management – Reset User Password/ 
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This Quick Reference Guide (QRG) will provide an overview of the process for Resetting a Password 

and Resending a Welcome Email. 

 

 

Let us look at the steps in detail for Resetting a Password and Resending a Welcome Email. 

 

 
 

 

Step 1: 

1. From the EmblemHealth Home page, select the User Management tab. 
Note: The User Management tab is only visible on the home page for Primary Admin and 

Admin users.  

2. From the drop-down menu, select Manage User. 

 
 

 

Purpose: Reset Password/Resend Welcome Email. 
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Step 2: 

The User Management page displays.  

1. Select a User Name from the displayed list.  

 

 

 

Step 3: 

The User Detail Information screen displays. 

1. Click Reset Password. 
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Step 4: 

The Confirmation screen displays. 

1. View the confirmation message that the reset password email was resent 

to the user’s registered email address.  
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Step 5: 

The user opens the email with the reset password instructions. 
1. Within the email, the user clicks the Change my password button to set 

a new password.  
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Step 6: 

Return to the User Detail Information screen. 

1. Click Retrigger Welcome Email to resend the employer portal account 

registration email to the user’s registered email address. 

 

 

 

Step 7: 

The Confirmation screen displays. 

1. View the confirmation message that the welcome email was retriggered. 
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Step 8: 

The user opens the welcome email prompting them to complete web 

registration. 

1. Within the email, the user clicks the Complete web registration button 

to complete user registration.  
Note: This will bring the user to the Group Verification screen, where they will follow the 

steps to register (refer to the Register for the Portal – New User Quick Reference Guide).  

 

 



 

 

Thank 

You 


