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Quick Reference Guide 



 Provider Portal – New Net User

This QRG will provide an overview of the Provider Portal – New net user registration. 

Step 1: 

An email is sent to the office manager prior with registration code. 
1. Enter in the EmblemHealth website URL.

Login Screen will display.
2. Click Register.
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Step 2: 

Account Lookup page will display.  
3. Enter in Tax ID Number and Registration Code. 

Note: The registration code is within the email with the URL link previously sent.  
          Information must be correct, or an error will display. 

4. Click Next. 
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Step 3: 

Email Address Verification page will display. 
5. Enter in Email and Verify Email. 

Note: Make sure that email is in proper format or an error will display.  
6. Click Next. 
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Step 4: 

Verification code will be sent to your email. 
7. Enter Verification Code. 

Note: If email is incorrect, click previous update, and then click Request New Code.  
8. Click Next. 
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Step 5: 

Once Verified, User Information page will display. 
9. Enter all the required Fields: 

First Name, Last Name, Username, Street, City, State, Zip Code. 
Note: Username must be an email.  

10. Click Submit. 
Note: If email address is already in use a popup will display to Go Back and re-enter a new 
email address. 
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Step 6: 

Once Submitted a confirmation screen will display. If registration has 
errors, an Oops screen will display with further instructions to call and 
solve the issue. 

11. Go to email and click link within to change password and agree to terms 
of service.  

 

HOLD : Need Image of Email 
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Step 7: 

Once link within email has been selected the Portal User Account 
Verification page will display.  

12. Click Next. 

 

 
Step 8: 

Verify Username and Password page will display. 
13. Enter in Username and Password. 
14. Click Submit. 

Note: If information is unable to be validated a pop up will display to Use Different Email or 
Try Again. If the password is incorrect or forgotten, click the reset it link to reset password. 

15. Confirmation page will display, click Done. 
Once done the user will be logged into the portal. 
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This QRG will provide an overview of the Provider Portal – Migrated Legacy User  

 

 

 
 

 

Step 1: 

1. Enter in CCI webpage URL. 
Login Screen will display. 

2. Click Register. Go to email and click the link to open account 
information. 
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Step 2: 

Account Lookup page will display.  
3. Enter Username and Tax ID Number. 
4. Click Next. 
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Step 3: 

Account Verification page will display. 
5. Answer the security question associate with the account. 
6. Click Next. 

 

 
Step 4: 

Account Verification page will display. 
7. Enter the pin associate with the account. 
8. Click Next. 

 

 

 

 

 

 

 



 

 
 

 

Provider Portal – Migrated Legacy User 

 
Step 5: 

Email Verification page will display. 
9. Enter Email and Verify Email sections. 

Note: Email must be in proper format or an error will display.  
10. Click Next. 

 

 
Step 6: 

Verification code will be sent to your email. 
11. Enter Verification Code. 

Note: If email is incorrect, click previous update, and then click Request New Code.  
12. Click Next. 
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Step 7: 

Once Verified, User Information page will display. 
13. Enter all the required Fields: 

First Name, Last Name, Username, Street, City, State, Zip Code. 
Note: Username must be an email.  

14. Click Submit. 
Note: If email address is already in use a popup will display to Go Back and re-enter a new 
email address. 
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Step 8: 

Once Submitted a confirmation screen will display.  
Note: If there is already an account associated with that email an oops page will display.  

15. Check Email and click link within to complete setup. 
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Step 9: 

Once link within email has been selected the Portal User Account 
Verification page will display.  

16. Click Next. 

 

 
Step 10: 

Verify Username and Password page will display. 
17. Enter in Username and Password. 
18. Click Next. 

Note: If information is unable to be validated a pop up will display to Use Different Email or 
Try Again. If the password is incorrect or forgotten, click the reset it link to reset password. 

19. Confirmation page will display, click Done. 
Once done the user will be logged into the portal. 
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