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CREATING AN ACCOUNT

2

To create a login for the  Member Portal, an active member will need to
create an account.

A license agreement screen will display, and the member will need to click the
Accept box, then Next.
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The member will complete the fields and click Next.

The member will complete their profile and click on Next.  

The security screen will display, and member will need to follow instructions.
The Two-Factor Authentication screen will display, and member will need to
choose how to receive the notification (Text, Mobile, Email verification).



LOGGING IN
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Enter the chosen method. A display box will appear.

Enter the required information and then click on Send Code.

Once you receive the security code, enter that number in the One-Time Security Code
Field and click on Enable to finish. 
 

The member is now logged into the Member Web Portal.

A confirmation will display to confirm, and the member will click on Finish.

The member will input their Username and Password and click Sign In.



GRANTING CLAIM ACCESS 
From the Home screen, a member can grant other members access to their own
data by clicking on Claim Access Authorization.

HOME 
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This this the Home Screen the member will see first after logging-in. 
From here, the member will be able to access their claims information, coverage & benefits,
important documents, provider information and more. 

This screen displays all members on the plan and which access they would like to
grant. Once a member selects the other members they wish to grant or deny
access, the member will click Submit. 



REQUEST AN ID CARD
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A member can request an ID Card by clicking on Request your ID Card on the
Home screen.

Request an ID Card populates these fields from the Member’s Profile. 
The member will need to choose the quantity of cards to request, then click the
Submit button.  

Upon submitting the request, an acknowledgement pops up. 
The member will then need to press the Close button to return to the Home Screen.



VIEW CLAIMS
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The member has the option to navigate to their claims by clicking the                                                
See Your Latest Claims button. 
This can also be found under the Claims tab on the top center of the Home Screen. 

This tab displays all claims, along with a filter feature to assist with searching.
Members can also view pharmacy claims by clicking on Rx Claims. 

IN-NETWORK PROVIDER REQUEST 
The member can access the Provider Directory by clicking on the                                            
Is my provider in-network? tab and completing the form.



COVERAGE & BENEFITS  
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Upon completion of the form, the member will need to click the Submit button.

A message is then sent to Member Services making the inquiry and an
acknowledgement will be displayed. Click Close to return to the Home Screen. 

This tab will display the member’s provider and personal demographics.



FIND A PROVIDER 
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This page displays the member out-of-pocket amounts.

Members can input the required information and click Find A Provider or click the
Facility tab to find a facility. 



MESSAGES 

DOCUMENTS

10

This tab provides the member with important documents regarding their account.

Members can access Line of Business, Group and Plan Documents from this page. 

The member can click on a message to see the details.



LOGOUT 

PROFILE
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In the member’s Profile screen, the member can manage their profile and security options.

This will sign the member out of their account and will bring them back to the Sign In Screen. 


