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This Quick Reference Guide (QRG) will provide an overview of how to create a PCP Member Panel 
Report. 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 
 
Let us look at the steps in detail to generate the PCP report.  
 

 
 

 
 

Step 1: 

1. From the EmblemHealth Home page, select the Member Management 

tab. 

2. From the drop-down list, select PCP Member Panel Report. 
Note: The Bulk Eligibility Check and Eligibility reports are also available here. 

 

 

 

Purpose: Generate this report to display a patient list for a provider. 
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Step 2:  

1. In the Search By field drop-down, select either Provider Name or 

Provider NPI. 
Note: For our example, we will use Provider Name. 

 

 

 

 
Step 3: 

1. In the Provider Name field, enter the Provider Name. 
Note: You may search by entering at least 2 characters of the first or last name. 

2. Click Search. 
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Step 4: 

1. If no results were found, click Reset Search and enter new provider name 

or NPI.   

2. Click Search again. 
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Step 5: 

1. Click the radio button next to the provider to select. 
Note: Results may be fi ltered by using the Filter By field.  

Enter at least 3 characters to further refine your search.  

This fi lter will apply to all columns in this table. 

2. Click Generate Report. 
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Step 6: 

1. The results display on the screen. 

2. Click Export to Excel if you would like to download the information. 
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Step 7: 

1. The PCP member panel report in progress popup displays indicating 

when the report will be available in the Resources Documents tab. 
2. Click OK. 

 

 

 

Step 8: 

1. Go to the Resources tab and select Documents from the drop-
down menu. 
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