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1 I am an active member and registered on OTC (Over the Counter and Diabetic 
Supplies). Why do I need to register through the Member Portal to access OTC? 
The Member Portal is part of our ongoing initiative to make sure that our members have easy accessibility to plan 
related information.  

The Member Portal is the central destination for all information related to your health, benefits, providers, claims 
and medication.  OTC is also part of Member Portal which is why you have to register on the Member Portal.  

Registration is easy. Please refer to Question 2 for the Registration process.  

2 I am new to the Member Portal. How do I register? 
You can register on the Member Portal by following the below steps. Please have your Member ID and last four 
characters of your Medicare Beneficiary Identifier (MBI) ready. 

Step 1: Click on the “New User Sign Up” button. 
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Step 2: The ‘New Member Registration’ page will be displayed. Please enter the required information and click on “Next 
Page” button.  

 
 
 
Step 3: Once the information on the ‘New Member Registration’ is verified by the system, the ‘Security Question’ page is 
displayed. 

 

 



Program/Project Management Team                                                      Last Update Date:   10/10/2023 
 

 Page 6 of 115 
 

Please select three unique security questions from the drop down options. 
 

 
 

Once a security question is selected, the system will display an ‘Answer’ text box for the same. 

 
Once all three questions and answers are entered, click on the ‘Submit’ button. 
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After submitting the security questions registration will be complete and the following message will display.

 

 
 

Step 4: Upon successful registration on the Member portal, you will receive an email notification (as shown below) 
confirming successful registration on the Member Portal along with a temporary password to the Member Portal. The 
temporary password will expire in 7 days.  
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Please log into Member Portal with the temporary password provided in the email. You will be required to change the 
password on your first log in. Once you enter a new password that meets all the criteria, click on the ‘Submit’ button. 

 

Once the password is changed successfully, you will receive an email notification confirming the password change for 
your records. An example is shown below.  
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3 I am trying to register but the system is unable to verify my information. What 
do I do? 

During the registration process, please make sure that you enter the following required information accurately: 

First Name: 
Last Name: 
Email ID:  
Confirm Email ID: 
Date of Birth: (MM/DD/YYYY) 
Member ID:  
Last 4 Characters of Medicare ID/MBI Number: 
Verification code that appears on the screen 
Please note that your email ID will be your User ID to log into the Member portal so make sure that you enter an email 
ID which is active and currently in use.  

If you are still unable to register, please call Member Services. 

4 I forgot my password. What do I do? 

4.1 Clicking on the ‘Forgot Password’ link 
Step 1: On the login page, click on the ‘Forgot Password’ link. 
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Step 2: The ‘Forgot Password’ page will be displayed as below. Enter your Email ID (User ID), last 5 digits of Member ID 
and year of birth. Click on the ‘Submit’ button. 
 

 
 
 
 
 
 
Step 3: The ‘Security Question’ page will be displayed as below. Answer the Security Question and Click ‘Submit’. 
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Step 4: After completing the Security Question, the ‘Change Password’ page will be displayed as shown below. Enter the 
Password that matches the minimum Password Criteria and click on the ‘Submit’ button. 

 
 
After clicking on the ‘Submit’ button, you will be navigated to the Member Portal Home Page as shown below.  
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The System will also send you an email notification confirming that your password has changed for your records. An 
example is shown below.  

 
 
 
 
 

4.2 Contact Member Services 
You can also contact Member Services to request a password reset.  

When Member Services resets your account password, you get an email with the temporary password. The temporary 
password will expire in 7 days. An example is shown below.  
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After you receive the email, log into the ‘Member Portal’ with the temporary password. You will then be required to 
enter a new permanent password. Once your password has been successfully changed, you will receive an email 
confirmation for your records. An example is shown below.  

 

 

 

NOTE: If you have received an email with the temporary password and you have not logged into the ‘Member Portal’ to 
reset the temporary password, you will not be able to navigate through the ‘Forgot Password’ link. You will receive the 
following message. 
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5 I was able to successfully log into the ‘Member Portal’. How do I start using it? 
The ‘Member Portal’ is a one stop shop to access your plan related information. You can: 

• Place order for Over The Counter / Diabetic Supplies 
• Track Your OTC Order 
• Print / Order ID Card 
• Order Member Material (such as Evidence of Coverage, Provider/Pharmacy Directory etc.) 
• View your claims and Explanation of Benefits 
• Track Your Out of Pocket Expenses 
• Change your Primary care Provider 
• Complete Your Health Assessment Form and view your Health Appraisal Profile 
• Find Doctor, Pharmacy or Facility 
• Find a Prescription Drug 
• View Preventive Health Screening information 
• E-Inquiries 
• Personal Health Tracker 
• Disease Management 
• View Important Documents (such as Summary of Benefits, Evidence of Coverage, OTC/DVH Flyers etc.) 
• View Member Benefits e.g. Benefit Information (such as copay, out of pocket cost etc.) and View Benefit 

Summary. 
• Health Education (Various Health Education Topics including Calculating the Body Mass Index) 
• Find a form 

You can also view the newsletter, plan star rating and other information, including the plan disclaimer. 
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5.1 Dashboard / Home Page 
 
The Member Portal Page, which is displayed after you login, is called your Dashboard or Home Page.  

You can view the details below on this page: 

 On the top right corner, your name, login date and time, and Member ID is displayed 
 Under Member Profile & Plan Details section: your name, Member ID, Plan ID & Last Login Date is displayed 
 Under My Alerts: This section will display any Prescription drugs you are currently taking, which has the refill due 

in the next 7 days. All other prescriptions drugs will not show up in this section.  
 On the bottom of the page, you can find additional links to ‘Contact Us’, see the ‘Site Map’ or view the 

‘Disclaimer’. 

 
 

You will find links to different menu options on this page. You can also find quick links to: Change Password, Change 
Email and Change Security Questions. Please note that these links are also available under the Personal Information link 
in the Tool bar.  
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5.2 Personal Information  
In the Personal Information section, you can view the ‘Current Permanent Address’ and ‘Current Mailing Address’, 
‘Change Email’ Link and the ‘View/Change Security Questions & Answers’, ‘Change Password’, and ‘Setup Alert’ links. 

 

 

 If you click on the Personal Information link, the following page is displayed. 
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5.2.1 Current Permanent Address / Current Mailing Address  
You can request to change your permanent and/or mailing address by clicking on “Click Here”. 

 

 

You will be taken to a screen where you can request to change your Permanent Address, Mailing Address, and Phone 
Number. Click on the appropriate button at the top to request the change you want. 
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On the Permanent Address Change tab, you can view your current Permanent Address and fill in your new permanent 
address information in the required fields. Select the “Permanent Address Change Submit” button to submit your 
request. 

Note: The Effective Date field at the bottom must be the date this new address became your permanent address. It must 
be entered in the format of MM/DD/YYYY. 

 

 

After selecting the “Permanent Address Change Submit” button, you will see a pop-up reiterating the effective date of 
the change, and a question asking if you want to request to change your mailing address as well. 

Selecting “Yes” will also request a change to your Mailing Address.  
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A confirmation message will appear and you can view your request in the Member Permanent Address Change Request 
History table at the bottom. A request is created with the status of “In Process”. 

 

 

  



Program/Project Management Team                                                      Last Update Date:   10/10/2023 
 

 Page 20 of 115 
 

As long as the request is open, you can cancel the request by selecting the “Cancel” button. 

 

 

 

A Customer Service Representative will review and approve as necessary. Once the request is complete, you can view 
any comments on the right side of the History table. 

If approved, you will see your updated current Permanent Address at the time of the Effective Date. 
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On the Mailing Address Change tab, you can view your current Mailing Address and fill in your new mailing address 
information in the required fields. Select the “Mailing Address Change Submit” button to submit your request. 

Note: The Effective Date field at the bottom must be the date this new address became your mailing address. It must be 
entered in the format of MM/DD/YYYY. 

 

After selecting the “Mailing Address Change Submit” button, you will see a message confirming your change request. 
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The request details can be found on the “Permanent Address Change” screen at the bottom in the History table. 
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On the Phone Number Change tab, you can change your Home phone number and/or your Work phone. 

 

 

 

Note: See the upcoming “Change Phone Number” section in this document for additional details on how to change a 
phone number. 
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5.2.2 Change Email link 
On the Personal Information screen, you can change your Email ID, which is also your User ID, by clicking on the ‘Change 
Email’ link. 

 

When the link is clicked, the system will display the ‘Change Email’ page. 
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You will receive an email on both your old and new email IDs confirming the change. An example is shown below. 

 

5.2.3 Change Phone Number 
From the Personal Information screen, you can change your Home phone number and/or your Work phone number by 
selecting the “Change Phone Number” button. 
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On the next screen, click on the “Phone Number Change” tab. After clicking, your current contact phone numbers will be 
listed and you can enter your new Home/Work phone numbers in the fields. 

 

After the information has been entered, select the “Phone Number Change Submit” button at the bottom. 

 

Note: The phone numbers you enter must be in the format of ###-###-####. 
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A confirmation message will appear and you can view your request in the Phone Number Change Request History table 
at the bottom. A request is created with the status of “In Process”. 

 

 

 

As long as the request is open, you can cancel the request by selecting the “Cancel” button. 
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A Customer Service Representative will review and approve as necessary. Once the request is complete, you can view 
any comments on the right side of the History table. 

If approved, you will see your updated current phone number(s) . 

 

5.2.4 View/Change Security Questions & Answers 
If you wish to change one or more Security questions and answers that were previously entered during registration, you 
can do so by clicking on the ‘View/Change Security Question’ link.  

 

 

The ‘Default’ screen will display previously selected questions with the answers.  
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You can choose to select alternate questions from the drop down options and enter the relevant answer for the 
question. Once you make the changes, click on the ‘Submit’ button to save the changes.  

 

 

After you have successfully reset your Security Questions and Answers, you will receive an email notification confirming 
that the security questions have been reset. An example is shown below.  
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If for some reason you are unable to reset security questions and answers, please call Member Services. Once Member 
Services resets your security questions, upon your next login, you will be required to select three unique security 
questions and enter answers for the same. Click on the ‘Submit’ button to save the information. You will be then taken 
to your Home page.  

You will also receive an email notification confirming that the security questions have been reset. An example is shown 
below.  

 

 

5.2.5 Change Password 
If you wish to change your ‘Member Portal’ password, click on the ‘Change Password’ link. The system will display the 
‘Change Password’ page. Please enter the old and new password and click on the ‘Submit’ button. Please note that your 
new password cannot be one of the three previously used passwords. 
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Once the new password has been set successfully, you will receive an email confirmation of the password change for 
your records. An example is shown below.  
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5.2.6 Alert Setup 
The ‘Member Portal’ sends an auto generated email to your registered email address if it detects you have a prescription 
drug Refill Due in next 7 days. If you would like to change your email preferences for Member Portal to 
subscribe/unsubscribe regarding this alert, you can do so by clicking on the “Alert Setup” link. 

 

The following page will display when you click on the ‘Alert Setup’ link. If you would like to subscribe to this prescription 
drug alert, please select the Email checkbox for RX Prescriptions, Click on the ‘Submit’ button and the system will send 
you an email regarding the prescription drug alert when you have drug refills due in the next 7 days. If you do not wish 
to receive these email alerts, please unselect the Email checkbox for RX Prescriptions and Click on the ‘Submit’ button. 

Note: These email alerts are only for Prescription Drugs, the System will not send emails for OTC related items. 
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5.2.7 Email Notifications 
If you need help changing your email, resetting security questions or resetting your password, please contact Member 
Services. Once Member Services resets your email address or security questions, you will receive an email notification 
confirming the change. Examples are shown below.  

Permanent Address Change Confirmation Email 
 
When a member submits the address change request, it will send an email to the member’s registered email. 
Once the status is submitted by the member, the System will then send an email notification to Enrollment and Member 
Services, depending on a permanent, mailing, or phone change.  
 

 

 

Email Address Change Confirmation Email 
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Security Question Reset Confirmation Email 
 

 

Once Member Services resets your password, you will receive an email with your temporary password information. An 
example is shown below.  
 
Temporary Password Change Confirmation Email   
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After you have successfully reset your password, you will receive an email confirmation of the password change for your 
records. 
 
Password Change Confirmation Email  

 

 

5.3 Contact Us, Site Map, Disclaimer  
Near the bottom of the Home page, you will find links for the plan’s contact information (Contact Us), the website’s site 
map (Site Map) and the plan’s disclaimer (Disclaimer).  
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5.3.1 Contact Us  
The plan’s mailing and physical addresses are listed here. You can also find the plan’s toll-free phone number, the fax 
number and the TTY/TDD number.  
 

 
 
If you would like to use an interpreter service, click on the link “Click here for Multi – Language Insert”. Partial document 
shown below for display purposes only.  
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5.3.2 Site Map 
You can view the site map, which provides a list view for the website links.  
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5.3.3 Disclaimer 
When you click on the ‘Disclaimer’ link, you can view the plan’s disclaimer.  

 

6 I tried to login but it says that my account is locked. How do I unlock my account? 
Your account can get locked if you had more than ten unsuccessful attempts to login or answering security questions 
when you log in from a new internet device other than the one that you used for member portal registration. Please 
contact member services to unlock your account.  

7 I tried to log into the ’Member Portal’, but it says that my account has been 
inactivated. How do I activate my account? 

Your account will become inactive if you haven’t logged in for 180 days since your last login. Please contact Member 
Services to activate your account.  
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8 How do I use the ‘Navigate to….’ menu options? 
Each menu item is explained on the pages following this one.  
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8.1  Over The Counter 
To place an order or view the delivery status of over the counter and diabetic supplies, please click on the ‘Over the 
Counter’ link. The following sub tabs will be displayed: 

 OTC/Diabetic Supplies 
 Track Your OTC Order 

 

 
 
 

8.1.1 OTC/Diabetic Supplies 
After clicking on the ‘OTC/Diabetic Supplies’ link, you will be directed to the OTC Order Placement page where your Plan 
related information will be prefilled.  
 

 
The System displays the order month, order date, plan limit amount and the available limit.  
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The Plan limit is the amount your plan will pay per year for covered OTC/Diabetic Supplies. The Available limit is the 
amount you have remaining to spend for your covered OTC/Diabetic supplies for the order month. 
 

 
 
 
 
The Order Grid will be displayed as shown below. 

 
 
 
 
 
 
 

8.1.1.1 Order Placement 
To place an order, select the Product Name from the drop-down option. Item Number, Medicine Group, Description and 
Drug type will be automatically displayed. Select Order quantity and click Submit button.  

 
 
 
To delete the item, click on the Remove icon next to the item. The system will display a confirmation message.  
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Click on the OK Button. 
 

 
 

If you are ordering a Diabetic medication, you will be prompted to answer a few questions regarding your primary care 
physician and your health. 
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When you click on the submit button (or continue button for Diabetic Profile), the system will display the Address 
Confirmation page. If you wish to change your permanent address, please call Member Services. If you wish to change 
the shipping address for this order, please select the ‘YES’ radio button and click on the ‘Continue’ button. You will be 
able to enter a new shipping address. Then click on continue. 
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The following Order Confirmation page will be displayed. Click on the ‘Modify’ button to modify the order. Click on the 
‘Confirm’ button to confirm the order. 

 

 

 

The system will display the order confirmation message with the order confirmation number.  

 

 

You can click on the “Back to Member Portal” button anytime to return to the member portal. 
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8.1.1.2 Delivery Order Status 
Please click on the Delivery Order Status link to check the order status. 

 

 

The “Order Status” grid will be displayed. 
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8.1.1.3 Cancel Order 
To Cancel the order, please click on the ‘Cancel Order’ button next to the order 

 

You will be required to select the Cancel reason from drop down option. You can also enter other reasons as applicable 
and click on the OK button. 
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8.1.2 Track Your OTC Order 
To track the OTC Order you placed, please click on the ‘Track Your OTC Order’ menu option. 

 
 
The system would display the Order Date, Order No, Item Shipped Date, Order Status and the UPS Order Tracking 
Number. 
Note: Please allow 1 or 2 business days for us to create the Tracking Number for your order. Once your order is shipped, 
the Member Portal will send you an email with Order Tracking Number. 
 

 
Click on the Tracking Number under the OTC Tracking Number column. The system will show the confirmation pop up 
window displayed below to navigate to the UPS website.  
 

 
Click on the OK button in above confirmation popup window to navigate to the UPS Order Tracking Details page where 
the shipment details are available.  
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8.1.2.1 View OTC Order Details 
 

Click on the ‘ViewDetail’ link. 

 

 

 

 

Your OTC Order Details will be displayed. 
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8.2 Member Materials 
Click on the ‘Member Materials’ tab on the menu options to order a member material. 

 

 

8.2.1 Print/Order ID Card 
To view, print and order an ID card, please click on the ‘Print/Order ID Card’ menu option.  

 

 

8.2.1.1 View / Print ID card 
Click on the ‘View/Print’ link to view or print your card. 
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The ID card will be displayed. To print the ID card, click on the ‘Print’ button. 

 
 

8.2.1.2 Order ID card 
To Order ID card, click on the “Order” link in the Order ID Card column.  

 
 
 
The System shall display the following confirmation message after the “Order” link is clicked. Click the “OK” button to 
confirm the ID Card order. 
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After you click the OK button, system shall display Order confirmation message with Order confirmation number. 

 

 
 
 
 
 

8.2.1.3 View ID Card Order History 
To View the ID Card Order History, click on the “Order History” button. 
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8.2.1.4 Cancel ID Card order 
If you want to cancel your ID Card order, click on the ‘Cancel’ link.  

 

 
 

 

 

After the ‘Cancel’ link is clicked, the System will display the message below. Click on the ‘OK’ button to cancel the order. 

 

Please note that if the Order Status is ‘In Process’ or ‘Shipped’, the order cannot be cancelled. Only the orders with a 
status as ‘New’ can be cancelled. 
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8.3 Order Member Material 
To order plan material like the Member packet, Health Assessment form (HAT), Plan overview etc. or to view your order 
history, please click on the ‘Order Member Material’ link. 
 

 
 
 
 
 
The ‘Order Plan Material’ page is displayed by default as shown below: 

 

 
 
 

8.3.1 Place an order 
In Step 1, select the “Current Year 2023” from the drop-down. Once selected, Step 2 will be displayed. 
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In Step 2, the Member Plan name will display in the Benefit Plan drop down option. 
 

 
 

 
 
Once the plan is selected, Step 3 ‘Select the material you want to order’ will be displayed. Select the appropriate 
materials by clicking on the checkboxes.  
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The Member can select Provider Directories from different or multiple counties by clicking on the appropriate 
checkboxes. 
 
Once all the selections are made, click on the ‘Review Order’ button. 
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The following ‘Order Review’ page will be displayed. If you wish to change your selections, click on the ‘Back to Order’ 
button. If you are satisfied with your selections, click on the checkbox “Please select the confirmation checkbox to place 
your order” and click on the ‘Confirm Order’ button.  
 

 
 

The System will display the confirmation message with the confirmation number. 
 

 
 

You will also receive an email with the order confirmation number.  
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8.3.2 View Order History 
To view the order history, please click on the “View Order History” button. 
 

 
 

 
 
The following Order History grid will be displayed. By clicking on any of the “View Details” links, the order detail will 
display at the bottom of the page. 
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8.3.3 Cancel Order 
You can cancel the order if the Item Status is ‘New’ by clicking on the ‘Cancel’ link.  
 

 
 
 
 
 
 
Please click on the “OK” button if you wish to proceed and cancel the order. 
 

 
 
 
 
 
 
The order will be cancelled, and the Item’s status will change to Cancelled.  
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8.4 Claims and EOB 
The Claims and EOB section allows you to view the explanation of benefits for a particular claim or for a quarter. 
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8.4.1 View Your Claims and Explanation of Benefits 
You can view your claims and EOB information by clicking on the “View Your Claims and Explanation of Benefits” menu 
option. The following screen will be displayed. Note that claims with a service date within the last 365 days will be 
displayed.  
 

 
 
 

 
 
 
You can search with the ‘Claim type’ and / or ‘Service Date Within’ drop down options. 
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Then click on the Submit button to view the Search Results Grid. 
 

 

 
Click on the ‘View Claim Details’ link to open the Explanation of Benefit for that particular Claim ID. 
 
Note: You will need adobe reader to view the document. 
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8.4.2 View Your Quarterly Claims and Explanation of Benefits 
You can view the Explanation of Benefits for your quarterly claims by clicking on the “View Your Quarterly Claims And 
Explanation of Benefits” sub tab/link on the “Claims and EOB” menu option.  

 

 
 
After clicking on the above-mentioned sub-tab, the following page is displayed, which allows you to select the year and 
quarter for which you would like to view the explanation of benefits. 
 
 

 
 

Please Note: Currently the site shows claims for services performed on or after Quarter 4 2015. Please Contact us for 
more information. 
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Out of the available EOBs for your claims from the year chosen, please select the EOB that you would like to view by 
clicking on the link as shown below. 
 

 
 

 
 
 
 
On clicking the link above, the EOB will download to your computer as a PDF document. After opening the document, 
you will see it on your computer as shown below. 
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8.5 Track Your Out of Pocket Expenses 
Member can view the Out of Pocket Expenses by clicking on ‘Track Your Out of Pocket Expenses’ menu option. The 
following screen will be displayed.  
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Click on the “View Details” link to view the Service Details. 
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8.6 Change Your Primary Care Provider (PCP) 
Step 1: Click on the “Change Your Primary Care Provider” tab on the home page.  
 

 
 
 
Step 2: The following page will be displayed. Click on the red button “Click Here to Change Primary Care Provider.” 
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Step 3: Search either by ‘ZIP code’ or by ‘County’ and click on the “GO” button.  
 

 
 

Step 4: The List of Primary Care Providers will be displayed on the screen below. Click on the “Select” link under the ‘PCP 
Change’ column for the selected PCP. 
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Step 5: The following page will be displayed. Select the Effective Date and click on the Submit Request button. 
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8.7  Change Your Address/Phone Number 
You can change your address on file using ‘Change Your Address’ link in the ‘Navigate to’ menu options.  
 

 
 
 
Note: See earlier “Personal Information” Section 5.2 in this document for more information on how to change an 
address or phone number. 
 
 
 
  



Program/Project Management Team                                                      Last Update Date:   10/10/2023 
 

 Page 71 of 115 
 

 

8.8 Change Your Language Preference 
You can change your language preference on file using ‘Change Your Language Preference’ link in the ‘Navigate to’ menu 
options.  
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Click on the “Preferred Language” dropdown list to select your preferred language. Then click on the “Preferred 
Language Change Submit” button. 
 

 
 

Once the change is submitted, you can see the request at the bottom of the page in the Language Change Request 
History grid. As long as the request is open, you can cancel the request by selecting the “Cancel” button. 

 

 
 
A Customer Service Representative will review and approve as necessary. Once the request is complete, you can view 
any comments on the right side of the History grid. 

If approved, you will see your updated language preference. 
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8.9 Health Assessment & Appraisal 
The Health Assessment and Appraisal link allows you to fill out a new Health Assessment Form and view the Health 
Appraisal Profile generated based on your Health Assessment Forms. Click on the “Health Assessment & Appraisal” link 
in the ‘Navigate to’ menu options.  
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8.9.1 Complete Your Health Assessment Form 

If you would like to fill out your Health Assessment Form, now you can do so through member portal by clicking on the 
“Complete Your Health Assessment Form” link from the left navigation menu. Your plan related information will be 
prefilled along with any Health Assessment Form (HAT) or Disease Specific Health Assessment form (DS HAT) forms you 
may be eligible for.  
 

 
 
 
The Health Assessment Form (HAT) or Disease Specific Health Assessment form (DS HAT) History section will store all 
surveys you have submitted. You may take multiple surveys. 
 
Click on the “Take Survey” button (shown below) to take the survey. When you click on this button, the system will 
display the survey agreement terms and conditions. 
 

 
Please make sure to read the terms and click on the “Agree” button if you wish to proceed further. 
On clicking the “Agree” and “Submit” buttons, the Health Assessment form will be displayed. If you would like to 
navigate back to the ‘Member Portal’, please click on the “Back To Member Portal” button. 
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Please note that the above form changes based on your selection for the Medicare Health Assessment Form (HAT) or 
Disease Specific Health Assessment form (DS HAT). 
Please answer as many questions as possible for us to better analyze your health condition. Once all questions are 
answered, please click on the ‘Submit’ button at the end of the form to submit the survey. The System will display the 
confirmation page with the confirmation number.   
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Also, the confirmation page will display information on how to view your Health Appraisal Profile on the member portal. 
Newly registered members will get the option to get their Health Appraisal Profile by mail. 
 
 
 
 

 
 
 
Click on the “OK, continue” button to return to the Health Assessment page or click on the “Back To Member Portal” 
button to return to the Member Portal.  

Back To Member Portal 

OK, continue 

Health Appraisal 
Profile 
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8.9.2 Health Appraisal Profile History 
You can view your Health Appraisal Profile online by clicking on “Health Appraisal Profile History” link under ‘Health 
Assessment & Appraisal’ menu option. You can also view your past health appraisal profiles including the ones that have 
already been mailed to you.  
 

 
 
 
 
After clicking on the above sub tab, the Health Appraisal Profile History page opens where you can view all your past and 
current Health appraisal profiles including the ones that were mailed to you. Click on the “View” link to see your Health 
Appraisal Profile.  
 

 
 
 
 
 
On clicking the “View” button the PDF of Health Appraisal Profile for the selected date will be displayed. 
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8.10 Find Doctor, Pharmacy or Facility 
When “Find Doctor, Pharmacy or Facility” link is clicked, the System will navigate the Member to the Provider search 
page in a separate browser window.  

 
 

The Search page automatically defaults to “By Zip Code”.  You can select “By County” if needed. Enter the required 
information and select the “Search” button. 
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You will be taken to the Provider search results page where you can view the providers found based on the criteria that 
you entered. 
 
Filters can be applied on the lefthand side of the page. Select any of the filters to narrow down a provider search. Select 
“Apply Filter” and the page will refresh with the updated filter. 
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You can select 2-3 providers to compare by selecting the “Add to compare” checkboxes next to the providers. 
Then select the “Compare Now” button. 
 

 
 

After selecting “Compare Now”, the system will open a new browser window and display the comparison. 
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8.11 Find a Prescription Drug 
When the “Find a Prescription Drug” link is clicked, the system will navigate the Member to the “Find a Covered Drug” 
search page on the website.  
 

 
 

 
 
Select a County and Plan and the select the “Search” button. 
 

 

 
 

On clicking the Search button, the system will take you to the company website Formulary Drug Search page to search 
for a drug based on the County and Plan selected. 
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Type in the drug name in the box below “Drug Name”. If there are drugs found, the results will display in the grid below. 
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8.12 Preventive Health Screening 
Based on your health records, preventive services will be suggested to you. You will see links for the preventive services 
that are applicable to you. These services are recommended by Medicare and are important to maintain your overall 
health. Click on the “Preventive Health Screening” link in the ‘Navigate to…’ menu. 
 

 
 
 
On clicking the link, the Preventive Health Interventions page will open listing Preventative Service(s). Click on a 
Preventive service. 

 
 
After selecting and clicking on a Preventive Service, the page refreshes displaying information on how to maintain your 
overall health. 
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Use the “Print Letter” button to print this information, use the “Back” button to return to the preventive health 
intervention page or when finished with this page, click on the “Home” button to return to the Portal home page. 
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8.13 E-Inquiries 
The ‘E-Inquiries’ tab allows you to submit a service request for Customer Service Team for any questions you may have. 
 

 
 
 
The system will display the page below when you click on the “E-Inquiries” link in the ‘Navigate to…’ menu 
 

 
 
Please select the appropriate option from the “Request Type” field’s drop-down list that suits your need (Choose 
“Other” if none of the Request Types match your need) and enter the request in the ‘Request’ text field. Once done, 
click on the “Submit” button to send your request.  
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Once the request is submitted, it will be stored in the history grid with an Inquiry ID for your future reference. 
Please note that the System will also send you an email once the request is submitted or when a Customer Service 
Representative has responded to your submitted request. 

 
 
 
A “View Response” button will be displayed under the “Response” column once the Customer Service Representative 
has responded to your request. Click on the “View Response” icon to view the Customer Service Representative’s 
response. 

 
 
 

 
 
If the Customer Service Representative attached any documents while responding to this request, you may download 
them to your local computer by clicking on the icon under the “Document” column.  
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8.14 Personal Health Tracker 
Clicking on the “Personal Health Tracker” link from the left navigation menu will open the page where a member can 
record and monitor information about his/her health over a period of time. 
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The Personal Health Tracker has 6 sub sections as listed below: 
1) Emergency Contact 
2) Blood Glucose 
3) Blood Pressure 
4) Cholesterol 
5) Physical Activity 
6) Member Health Profile 
 
Each of these sections are explained in the following pages. 
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8.14.1 Emergency Contact 
On this page, a member can save the contact information for Emergency Contact, Pharmacy or Provider. 
The Emergency Contact section further has 3 sub sections – Personal Information, Primary Address Information, and 
Secondary Address Information. 
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1) Personal Information: Here the Member can enter the Personal Information of an Emergency Contact or Pharmacy or 
Provider. 
2) Primary Address Information: Here the Member can enter the Primary Address Information of the Emergency 
Contact or Pharmacy or Provider. 
3) Secondary Address Information: Here the Member can enter the Secondary Address Information of the Emergency 
Contact or Pharmacy or Provider. 
 
 
The member can record and save as many contact details as he/she can on this page and all saved contacts shall be 
stored at the bottom of the page in the ‘Emergency Contact History’ grid as shown below. 

 

 

 

 

If the Member would like to export all of his contact history, the Member can do so by clicking on the “Export To PDF” 
button. The system would export all contact details from the History grid into the PDF file. 
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8.14.2 Blood Glucose 
On this page, a Member can save and track the information for Blood Glucose. 
 

 
 
 
On the Blood Glucose page, please enter/select the appropriate fields and click on the ‘Save’ button to save the Blood 
Glucose details. The Member can record and save as many Blood Glucose details as he/she can on this page and all 
records will be stored at the bottom of the page in the ‘Blood Glucose History’ grid as shown below. 
 

 
 
 
 
If the Member would like to export all of his Blood Glucose history, the Member can do so by clicking on the “Export To 
PDF” button. The system will export all Blood Glucose details from the History grid into the PDF file. 
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8.14.3 Blood Pressure 
On this page, a Member can save and track the information for Blood Pressure. On the Blood Pressure page, please 
enter/select the appropriate fields and click on the ‘Save’ button to save the Blood Pressure details. 

 
 
The Member can record and save as many Blood Pressure details as he/she can on this page and all records will be 
stored at the bottom of the page in the ‘Blood Pressure History’ grid as shown below. 
 

 
 
If the Member would like to export all of his/her Blood Pressure history, the Member can do so by clicking on the 
“Export To PDF” button. The system will export all Blood Pressure details from the History grid into the PDF file. 
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8.14.4 Cholesterol 
On this page, member can save and track the information for Cholesterol. On the Cholesterol page, please enter/select 
the appropriate fields and click on the ‘Save’ button to save the Cholesterol details. 

 
 
The Member can record and save as many Cholesterol details as he/she can on this page and all records will be stored at 
the bottom of the page in the “Cholesterol History” grid as shown below. 
 
 
 

 
 
If the Member would like to export all of his/her Cholesterol history, the Member can do so by clicking on the ‘Export To 
PDF’ button. The system will export all Cholesterol details from the History grid into the PDF file. 

 

Click on the ‘Edit’ link to update your 
Cholesterol details 
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8.14.5 Physical Activity 
On this page, the Member can save and track the information for Physical Activity. On the Physical Activity page, please 
enter/select the appropriate fields and click on the “Save” button to save the Physical Activity details. 
 

 
 
 
 
The Member can record and save as many Physical Activity details as he/she can on this page and all records will be 
stored at the bottom of the page in the ‘Physical Activity History’ grid as shown below. 
 

 
 
If the Member would like to export all of his/her Physical Activity history, the Member can do so by clicking on the 
“Export To PDF” button. The System will export all Physical Activity details from the History grid into the PDF file. 
 

 

Click on the ‘Save’ button to save 
the Physical Activity details. 

Click on the ‘Edit’ link to update 
your Physical Activity details. 
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8.14.6 Member Health Profile 
On this page a Member can review all of their Personal Health Trackers at a glance. 
 
If the Member would like to export this page, the Member can do so by clicking on the “Export To PDF” button for the 
system to download a PDF copy of their health profile history. 
Click on the “Back” button to return to the Personal Health Tracker page. 

 
  

John Doe’s Health Profile 
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8.15 Disease Management 
You can request to be enrolled in a Diabetes or Cardiovascular Disease Management Program by filling out enrollment 
forms. The Health Plan has dedicated nurses who can guide and educate you regarding your condition. Someone from 
the Health Plan will give you a call. 
Click on the “Disease Management” link from the left navigation panel. 

 
 
The Member can submit a form by filling information in either the Diabetes or Cardiovascular section or both. 
Once the form is completed, please click on the “Save” button to submit the record for verification. Click on the 1st link 
to enroll in the Diabetes program and click on the 2nd link to enroll in the Cardiovascular Disease Program. 
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On clicking the desired program link, the enrollment form will be displayed. On clicking both links, the enrollment forms 
will be displayed as follows. Click on the program you choose to enroll in. 

 

Please choose the appropriate options 
for “Diabetes Program” 
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Please provide your current phone 
number by selecting the appropriate 
check box option 
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8.16 Important Documents 
The Member can view various documents such as the Summary of Benefits, Evidence of Coverage, OTC/DVH Flyers, Etc. 
Click on the “Important Documents” link from the left navigation panel. 
 

 
 

The ‘Important Documents’ link will take the Member to the screen below and the Member can click on any of these 
document title links to access the document. Please note that this document list will change dynamically based on the 
Member’s Plan. 
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8.17 Member Benefits 
The Member Benefits page contains a summary of benefits for your current and/or prospective plan. This page can be 
accessed by clicking on the “Member Benefits” button on the home page. 

 

Next, in the dropdown list at the top-left of the page, select and click on the appropriate plan for viewing the associated 
summary of benefits. 
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The summary of benefits will populate within the “My Benefit Information” page for whichever plan is selected. 
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Clicking on the benefits in the blue list on the left side of the page will populate the associated summary of benefits for 
the selected benefit. (See “Inpatient Hospital Care” as an example below) 
 

 
 
The Member Benefits page also has the ability to search for a service by clicking on the “Search for Service” button. 
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Once in the Search for Service page, you can search for a service by the benefit category or by the service 
code/description. 
 
The radio buttons, “Service Code” and “Service Description”, must be selected appropriately if entering service code or 
description. 
 
Select the “Search” button when ready to search for a service. 
 

 
 
After the “Search” button is selected, a table with related details to services will display below. 
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By clicking on “Referrals and Advance Approvals for Service” button on the Member Benefits page, the user will be 
directed to the company website page which contains information about referrals/approvals for member’s services.  
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8.18 Health Education 
The Health Education page provides you several interactive self-management tools that help you manage your health 
better. You can assess your risk factors and get personalized results along with guidance on how to improve your health. 
Click on the “Health Education” link in the left “Navigation To….” Menu. 
 

 

 
 
This page includes many definitions, tools, and quizzes relating to health education for you. 
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All links, except the BMI Assessment, will redirect you to another website outside of the Member Portal. Below is an 
example of the pop-up notice if you try to leave the Member Portal site. If you agree to leave the Portal, simply click on 
the “OK” button. 
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8.18.1 Body Mass Index Assessment 
This is a tool to calculate your Body Mass Index. Select your height from the drop down option, enter your weight and 
click on the “Compute BMI" button. 
 

 
 
If you would like to Track/Trend your BMI over the period of time, please click on “Track Trend of Your BMI” button and 
the system will record the BMI result and will show in a graphical manner. 
 
Each time you click on “Track Trend of Your BMI” button, system would store that result and would display in below 
manner. Please note that the system would store only your last 12 recordings of BMI. 
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8.19 Nations Flex Fitness 
The ‘Nations Flex Fitness’ link is only visible to certain members depending on their plan. If it is visible for you, click on 
the link in the navigation menu. 
 

 
 
This link gives certain members information about Nations Benefits. Click on the “Freedom/Optimum Nations Benefit” 
button to be taken to the Nations Benefits website. 
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8.20 Nations Healthy Grocery 
The ‘Nations Healthy Grocery” link is only visible to certain members depending on their plan. If it is visible for you, click 
on the link in the navigation menu. 
 

 
 
This link gives certain members information about Nations Benefits. Click on the “Freedom/Optimum Nations Benefit” 
button to be taken to the Nations Benefits website. 
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8.21 Advance Directives Message 
Based on your response to the advanced directive question on the HAT form, the “Advance Directives Message” tab 
will be visible to you. This tab will not be visible to you if you answered ‘No’ to the advanced directive question in the 
HAT form. The Advanced Directives Message page will provide you with a PDF and link to a website with more 
information about a living will, health care surrogate designation and an anatomical donation. 
 

 
 
On clicking the Advance Directives link shown above, the following page with all information is displayed. 
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8.22 Healthy Heart Message 
The Healthy Heart message page will provide information on measures that can be taken to lower cholesterol and 
maintain a healthy heart for members who are at risk of developing heart problems. Click on the “Healthy Heart 
Message” link in the left “Navigation To….” Menu. 
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On clicking the Healthy Heart link, the following page will be displayed. This page will have all relevant information for 
members with a risk of cardiovascular diseases. 
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8.23 Find a Form 
You can find a form by clicking on the “Click Here to Find a Form” menu option. The page will display member related 
forms by year.  
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Select the appropriate year from the “Benefit Year” dropdown list. Then click on any of the blue hyperlinks for the form 
that you would like to view. 
 

 
 

The form will open in a separate browser window for you to view or download. 
 


