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• Broker Portal Tour
• Access to resources, support



ACCESS

ACCESS
Access the EmblemHealth Broker 
Portal by visiting 
EmblemHealth.com
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ACCESS

ACCESS
Select “Brokers” in the top menu
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SIGN IN

SIGN IN
Sign in by selecting “Sign in” button

or

by accessing the Broker Portal directly

Contact broker services for help
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SIGN IN (CONT’D)

SIGN IN (CONT’D)

Broker portal login screen
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ACCESS - SECURITY

ACCESS - SECURITY
Improved security with two-step account 
verification
• Request and enter code to proceed
• Codes expire in 15 minutes
• Can request new code
• Option to Remember my Computer
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BROKER DASHBOARD

BROKER DASHBOARD

The Broker Dashboard (home page) 
gives brokers quick and easy access to 
important information and functionality
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BROKER DASHBOARD

BROKER DASHBOARD

… including easy access to quotes, billing where 
applicable
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BROKER SECURE MESSAGING  ASK A QUESTION

BROKER SECURE MESSAGING & ASK A QUESTION
Broker Secure Messaging and Ask a 
Question were added in December 2024.
-  Allows Brokers to send secure messages 

directly to clients for numerous topics.
Messages are routed to designated 
queues and answered by trained staff. 
Makes communication easier and more 
efficient

-  Accessible from the top navigation bar 
“Secure Messaging” label or “Ask a 
Question” button (only on group pages)

-  Available for Individual, Small Group and 
Large Group

-  From the Message Center page, user can:
- click “Create Message” to start a new 

message
- filter or search previously sent secure 

messages
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BOOK OF BUSINESS - BILLING

BOOK OF BUSINESS - BILLING

Client billing information, including:

• Billed amount
• Total amount due
• Amount and days past due
• Billing frequency
• Payment date
• Invoice History

Invoice history 
Export to excel 
Search
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BOOK OF BUSINESS - BILLING

BOOK OF BUSINESS - BILLING

Export to excel example
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BOOK OF BUSINESS - TRANSACTION LOGS

BOOK OF BUSINESS - TRANSACTION LOGS
View and track transactions at client/ 
member level
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COMMISSIONS

COMMISSIONS

Track and manage commissions

• Summary and detail level

• YTD and by month

• Click in for details
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COMMISSIONS

COMMISSIONS
Commissions detail with link 
to PDF statements
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COMMISSIONS - EXPORTS

COMMISSIONS - EXPORTS

Export commissions information 
to excel
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BILLING

BILLING
View, search billing information at 
client level including invoice number, 
total amount due and due date by 
status:
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BOOK OF BUSINESS - TRANSACTION LOGS

BOOK OF BUSINESS - TRANSACTION LOGS
View and track transactions at 
client/ member level
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COMMISSIONS

COMMISSIONS

Track and manage commissions

• Summary and detail level

• YTD and by month

• Click in for details
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COMMISSION STATEMENTS

COMMISSION STATEMENTS
Commissions detail with link 
to PDF statements
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COMMISSIONS - EXPORTS

COMMISSIONS - EXPORTS

Export commissions information 
to excel
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QUOTES

QUOTES
View saved quotes
• Download Quote PDF
• Close Quote
• Enroll
• Edit Quote
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BOOK OF BUSINESS – LARGE GROUP

BOOK OF BUSINESS – LARGE GROUP

Manage your book of business from the 
first tab.

Select Large Group to see Large Group 
clients
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BOOK OF BUSINESS – LARGE GROUP ACCOUNTS

BOOK OF BUSINESS – LARGE GROUP ACCOUNTS

See Active and Terminated Accounts

Information includes:
• Client ID and Name
• Monthly premium
• Enrolled subscribers and dependents
• Original effective date
• Group renewal date
• State

Search
Export to excel
Click Client ID for detail
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BOOK OF BUSINESS – LARGE GROUP CLIENT DETAILS

BOOK OF BUSINESS – LARGE GROUP CLIENT DETAILS

Client details include information such 
as address, point of contact, agency 
summary, group plan summary and 
group documents

To make any Subscriber level changes, 
click on a Sub-group in the Sub-group 
panel
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BOOK OF BUSINESS – LG SUB-GROUP CLIENT SUMMARY

BOOK OF BUSINESS – LG SUB-GROUP CLIENT SUMMARY
Sub-group client details include information 
such as Subscribers, Members, Medical 
Plans, Dental Plans and Documents

Search
Export to excel
Click Member ID for detail

To make Subscriber level changes: in the 
Sub-group panel, click on the Member ID of 
the Subscriber you are making changes for.
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BOOK OF BUSINESS – LARGE GROUP SUBSCRIBER DETAILS

BOOK OF BUSINESS – LARGE GROUP SUBSCRIBER DETAILS

On the Subscriber Details page, you will 
have a Subscriber Actions dropdown menu 
where you can select the transaction type
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BOOK OF BUSINESS – LARGE GROUP BILLING

BOOK OF BUSINESS – LARGE GROUP BILLING

Accessible under Book of Business 
or Billing navigation

Client billing information, including:

• Billed amount
• Total amount due
• Amount and days past due
• Billing frequency
• Payment date

Cont’d on next page
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BOOK OF BUSINESS – LARGE GROUP BILLING

BOOK OF BUSINESS – LARGE GROUP BILLING

• Invoice and Payment History

View and download invoices 
Export to excel
Search
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BOOK OF BUSINESS - TRANSACTION LOGS

BOOK OF BUSINESS - TRANSACTION LOGS
View and track transactions at 
client/ member level
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COMMISSIONS

COMMISSIONS

Track and manage commissions

• Summary and detail level

• YTD and by month

• Click in for details
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COMMISSION STATEMENTS

COMMISSION STATEMENTS
Commissions detail with link 
to PDF statements
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COMMISSIONS - EXPORTS

COMMISSIONS - EXPORTS

Export commissions information 
to excel
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RESOURCES

RESOURCES

• Broker Portal: Resources for Brokers | EmblemHealth
Access resources, help online
• Including FAQs, portal guides
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https://www.emblemhealth.com/brokers/broker-resources?cid=bpv
https://www.emblemhealth.com/brokers/broker-resources?cid=bpv
https://www.emblemhealth.com/brokers/broker-resources?cid=bpv
https://www.emblemhealth.com/brokers/broker-resources?cid=bpv
https://www.emblemhealth.com/brokers/broker-resources?cid=bpv
https://www.emblemhealth.com/brokers/broker-resources?cid=bpv
https://www.emblemhealth.com/brokers/broker-resources?cid=bpv
https://www.emblemhealth.com/brokers/broker-resources?cid=bpv


APPENDIX
Additional resources for your reference



ROLES AND PERMISSIONS FOR YOUR AGENCY USERS

Note: Prinicipal users and general agents can use the table in the next four pages to assign the right permission roles and 
permissions for their users.

Roles/ 
Permissions →

Screen/Menu 

Principal User 
(GA, 

Independent, 
TPA)

Admin User 
with 

Commission

Admin User 
without 

Commission
Agent/webuser Billing User

Commissions 
User

Roster 
Management 

User
Enrollment User Renewals User

Home X X X X X X X X X

Create Quote X X X X X X

Book of
Business

X X X X X X X X

List of Accounts X X X X X X X X

Account Detail X X X X X X X X

Add Member X X X X X X X

Billing X X X X X X X

Billing 
History

X X X X X X X

Sub-Group/Plans
X X X X X X X X

Sub-
Group/Plan 
Details

X X X X X X X X
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ROLES AND PERMISSIONS FOR YOUR AGENCY 

USERS
Roles/
Permissions →

Screen/Menu 

Principal User 
(GA, 

Independent, 
TPA)

Admin User 
with 

Commission

Admin User 
without 

Commission
Agent/webuser Billing User

Commissions 
User

Roster 
Management 

User
Enrollment User Renewals User

Employees X X X X X X X X

Employee
Dependent  
Detail

X X X X X X X X

Edit 
Member, 
Eligibility, 
QLE, PCP

X X X X X X

Documents 
(group-
specific)

X X X X X X X X

Commissions X X X

List of 
Commissions

X X X

Commissions 
Detail

X X X

Agency 
Summary

X X X

Client 
Summary

X X X
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ROLES AND PERMISSIONS FOR YOUR AGENCY 

USERS
Roles/
Permissions →

Screen/Menu 

Principal User 
(GA, 

Independent, 
TPA)

Admin User 
with 

Commission

Admin User 
without 

Commission
Agent/webuser Billing User

Commissions 
User

Roster 
Management 

User
Enrollment User Renewals User

Quotes X X X X X X

List of 
Quotes

X X X X X X

Quote 
Details

X X X X X X

Quote & 
Enroll

X X X X X X

Applications X X X X X X

Renewals X X X X X X

List of 
Groups

X X X X X X
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ROLES AND PERMISSIONS FOR YOUR AGENCY 

USERS
Roles/
Permissions →

Screen/Menu 

Principal User 
(GA, 

Independent, 
TPA)

Admin User 
with 

Commission

Admin User 
without 

Commission
Agent/webuser Billing User

Commissions 
User

Roster 
Management 

User
Enrollment User Renewals User

Resources X X X X X X X X X

Help and 
Support

X X X X X X X X X

Profile

My Profile X X X X X X X X X

Edit Profile X X X X X X X X X

Manage Users
(Related tab)

X X
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Thank you

THANK YOU.
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