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This Quick Reference Guide (QRG) will provide an overview of how to create a Portal User. 

 

 

 

 
 
 
 
Let us look at the steps in detail for creating a Portal User. 
 
 

Step 1: 

1. From the EmblemHealth Homepage, select the More drop-down. 

2. From the drop-down list, click User Management. 

 

 

 

 

 

 

 

 

 

 

Purpose: Create a new user. 
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Step 2: 

The User Management page displays. 

1. Click Add New Portal User. 
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Step 3: 

The User Information page displays. 

1. Enter required information. 

- First Name and Last Name 

- Email and Verify Email 

- User Name (this is the email address)  

- Street  

2. Click Next. 
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Step 4: 

The Tax ID and Provider Association page displays. 

1. Select Tax ID from the drop down. 

2. Select User Type from the drop down.  
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Step 5: 

Access to Tax ID question displays. 

1.  Select Yes or No. 
** If Yes is selected, then click Submit to complete. 

** If No is selected, then continue below. 
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Step 6: 

1. Click View Affiliated Providers or Choose a Different Tax ID. 
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Step 7: 

1. Under Select Providers* select the Search by drop down. 

2. Click Search. 
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Step 8: 

Providers affiliated with the Tax ID display. 

1. Select the check box(s) next to the Provider(s) the user may 

conduct business for. 

2. Click Add. 
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Step 9: 

Selected Providers display in a new list. 

1. Click Submit. 
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Step 10: 

1. Confirmation page displays. 

2. Click Done.  

 

 

 



 

 

 

Thank 

You 


