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This quick reference guide (QRG) will provide an overview of how an Administrator/Office Manager
can add a new Tax ID to an existing account.
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Purpose: Administrator/Office Manager Adding a New Tax ID To Existing Account(s).

This example is used if a user has received the registration link and code
within a secure email. The user already has a portal user account
associated with an email.

1. Ifthere is an account already set up an Oops display will occur.
Click Done. An email will be sent to the associated email.

Confirmation

Oops! Your registration could not be completed at this time.

Please try again, or contact Provider Services at:
For Commercial Services call: 1-860-674-5850 or 1-800-828-3407 Available 8 a.m. to 6 p.m. Monday - Friday.
For Medicare Services call: 1-877-224-8230 Available 8 a.m. to 6 p.m. Monday - Friday
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Dear James Smith,

We are pleased to inform you, Ruth Goneh has successfully completed our credentialing process. You have been identified as their

Portal Security Administrator. You have been entrusted to set up and manage their secure provider portal account and oversee the

Users who may access our portal(s) for this provider. We are looking to you to ensure HIPAA’s minimally necessary requirement can
be met by assigning the right security role to each User.

If you have already set up an account for the practice/organization, no further action is needed. If you have not set up an account yet,
please establish one using this Registration Code: 20202.

Go to provider.emblemhealth.com to register and to see instructions for setting up other Users, for linking accounts, and to make the
most of the functions available on our secure provider portal. If you need help setting up your account, please call our Provider
Customer Service team at (866) 447-9417 and we will be happy to help you.

We are looking forward to working with you.

EmblemHealth.

The Account Lookup page display.
1. Enter the Tax ID Number and Registration Code.

2. Click Next.

Account Lookup

PORTAL USER REGISTRATION

Account Lookup

We need to look up your information before you begin. Enter your Tax ID number, and the registration
code sent to the primary contact on your account; then click Next to continue.

Tax ID Number * Registration Code *

Having trouble? View our quick guide.

Next

Cancel
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The Email Address Verification page will display.
1. Enter Email and Verify Email.
Click Next.
3. The Portal User Account Verification page will display, click Next.

n

Email Address Verification

PORTAL USER REGISTRATION

Email Address Verification

Please enter your own email address and not a shared one. We will email you a code for verification. We
will also use this email address in case you forget your username or need to reset your password.

Email * Verify email *

Having trouble? View our quick guide.

Previous Next

Cancel

Portal User Account
Verification

PORTAL USER REGISTRATION

Portal User Account Verification

It looks like there is already an account associated with this email address in our new portal. If you
already have access to this portal and want to add a new Tax ID number, click Next to verify your
username and password. Otherwise, click Previous to enter a new email address.

Previous Next

Cancel
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The Verify Username and Password page will display.
Enter Username and Password.
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.

Confirmation page will display, click Done.
Sign-in screen will display.

User Information

PORTAL USER REGISTRATION
Verify Username and Password

Enter username and password for your existing account.

Username * Password *
johnsmith@gmail.com e

Having trouble? View our quick guide.

Previous Next

Cancel

Confirmation

Confirmation

The new tax id has been added to your portal user account.

Done
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Provider Portal

If you have an account with us and it's your first time visiting our new portal, please click
here to continue. If you're new, and have a registration code, click Register below to begin.

Username *

Password *

Forgot Username Forgot Password

Sign In

If you haven’t received a code or are having trouble,
view our quick quide for more information.

Register

Policy and Terms of Use | Accessibility Statement | Privacy Policy

All Rights Reserved.

Legal Information | Nondiscrimination Policy | Digital Services Priva
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