
 

 

Providence Employer Portal  
 

 

To Register: 

1. Send an email to phpaccountsvs@providence.org to be set up. Please include the group 

name, number, first and last name of users to be registered and their email address.  

2. You will receive an email containing your registered e-mail address. 

 

 

 

 

 

 

 

First time logging in: 

1. Visit https://employer.providence.org/Group and ŎƭƛŎƪ ƻƴ άFirst time logging in, or  

ŦƻǊƎƻǘ ȅƻǳǊ ǇŀǎǎǿƻǊŘΚέ  

a. Enter the registered e-mail. A password reset e-mail will be sent.  

b. Click on the orange Confirm button in your e-mail and a pop up window will 

appear to change your password. 

2. ¸ƻǳ ǿƛƭƭ ǊŜŎŜƛǾŜ άȅƻǳǊ ǇŀǎǎǿƻǊŘ Ƙŀǎ ōŜŜƴ ǊŜǎŜǘ ǎǳŎŎŜǎǎŦǳƭƭȅέ ƳŜǎǎŀƎŜΦ 

3. ¸ƻǳΩǊŜ ŀƭƭ set! Log in using your e-mail and password. 

Proceed to next page for step by step guide on using the Providence Employer Portal. 

https://employer.providence.org/Group


 

 

Navigating Portal 
(Click on link to go to page) 

Table of Contents: 

Group Roster 

Export/Download Roster 

Filter/Search 

Employee Information 

Editing Employee 

Add dependent(s) 

Qualyfing Events/Effective Dates 

Terminating dependent(s) 

Terminating employee 

Reinstate employee 

Change Plans 

Add an employee 

Open Enrollment 

Billing 

Make a Payment 

Activity History 

Group Profile/Help Desk 

 



 

 

Group Roster 

Once you log in, the landing page will be the Group roster.  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The group roster will default to members with Active status displayed in alphabetical order by last name. Current functionality 

will also display Cobra/State Continuation members listed as an Active status. The roster will include all members on all 

subgroups. 

Click on any 

of the 

headings to 

put roster in 

alphabetical/

chronological 

order. 

Export/ 

download 

the roster in 

.csv format 



 

 

Export/Download Roster 

You may export the current group roster in an excel format. This will show all active and inactive subscribers and dependents, as well their ID 

numbers and when members were originally enrolled. As noted on previous page, this will include all members including Cobra/State Continuation. 

 

1. In the top-right corner of the page, click on Census. 

 

2. A pop-up will appear, click Export census. 

 

 

3. Open excel file: 

 

 

 

 

 

 

 

 

Column A: Name of each member. 

Column B: ID Number listed in numeric order. 

Column C: Original effective date of each member. 

Column D: On the same row with the subscriber, there will be a number of the corresponding dependents listed on the plan. Under each number, 

ǘƘŜ ά5έ ǊŜǇǊŜǎŜƴǘǎ ǘƘŜ ƳŜƳōŜǊ ōŜƛƴƎ ŀ ŘŜǇŜƴŘŜƴǘΦ 

Column E: Whether the member is active or inactive on the policy. 



 

 

Filter Group Roster 

To see all members that are both active and 

inactive: 

1. Click on Filter. 

2. Select the status from the drop down menu. 

3. Click Apply filters. 

4. Clear Filters will set back to default of Active 

status. 
 

 

 

Search Group Roster 

Looking for a specific member?  Type the name or ID in the search field and click the magnifying glass or press Enter. 

 

 

 

 

 

 

 

 

 

 

 

Click on Member ID, 

Plan Name, Dependents, 

or Status to view the 

numbered dependents 

listed 

Original 

Effective 

Date 

Click on name to 

ǾƛŜǿ 9ƳǇƭƻȅŜŜΩǎ 

information. See 

next page for details 



 

 

Employee Information 

To view the employee and dependents information such as phone/e-mail, address, plan, subgroup, status, original effective date, termination date, 

date hired, marital status and gender, click on the name (as shown above). The ellipsis in the top right corner gives the option to add new 

dependent, remove employee, edit employee demographic information such as phone/e-mail, home/mailing address, and marital status, and 

change plans. 

 

 

Note: Date of birth and 

SSN will not be 

reflected for any 

member.  Please call 

your PHP Membership 

Accounting 

Representative if 

verification of data is 

required.  

 

 

 

 

 

 

 

 



 

 

Editing Employee  

 

These fields can be edited 

(with the exception of 

gender) at any time: 

 

 

 

The County cell will auto-

populate as you enter data 

or, enter the first letter of 

the county and scroll until 

you find the desired 

outcome. 

 

 

 

 

 

 

Once editing is complete, 

click on Save 

 

 

 

 



 

 

Qualifying Events and Coverage Effective Dates 

 

Qualifying Event     Coverage Effective Date 

Qualified medical Support order Date of event: Issuance of order 
If no date specified on the order, coverage begins first of the 
month following date of event 

Adoption, Placement of Adoption, or legal 
guardianship 

Date of event: Placement or assumption of financial 
responsibility 
OR First of the month following date of event 

.ƛǊǘƘ ƻŦ ǎǳōǎŎǊƛōŜǊΩǎ ŎƘƛƭŘ ƻǊ ƎǊŀƴŘŎƘƛƭŘ 5ŀǘŜ ƻŦ ŜǾŜƴǘΥ /ƘƛƭŘΩǎ ōƛǊǘƘ 
Involuntary Loss of other Coverage First day after the other coverage ended or if member chooses 

first of the month following loss of coverage 
Marriage Date of event: Marriage 

OR First of the month following date of event 

New Hire Lƴ ŀŎŎƻǊŘŀƴŎŜ ǘƻ ǘƘŜ ƎǊƻǳǇΩǎ ǇǊƻōŀǘƛƻƴŀǊȅ ǇŜǊƛƻŘ 
Newly Acquired Domestic Partner 

 
Date of Event: Date in which they were registered with the State 
of Oregon (same sex), or the date the affidavit is signed 
(opposite sex) 
OR First of the month following date of event 

Open Enrollment Lƴ ŀŎŎƻǊŘŀƴŎŜ ǘƻ ǘƘŜ ƎǊƻǳǇΩǎ ǊŜƴŜǿŀƭ ŘŀǘŜ 
Promotion or job change First of the month following promotion or job change 

 

 

 



 

 

Add Dependent(s) 

To add a dependent, click on the ellipsis in the top right corner          or          from the employee information page. 

Outside of Open enrollment, a qualifying event is 

required to add dependents on the policy. If 

dependent is to be added retroactively over 90 days, 

you must reach out to your PHP Membership 

Accounting Representative. See Help Desk for contact 

information. 
 

Required Fields: 

V First and Last name (no special characters or 

numbers) 

V Other insurance coverage (yes or noΤ LŦ ȅŜǎΣ ȅƻǳΩƭƭ 

be asked for more information) 

V Gender 

V Relationship 

V Reason for event (Qualifying Event) 

V Qualifying event date 

V Coverage effective date (to determine when 

coverage is to become effective, see previous page) 

V Date of birth 

Once all fields are completed, click Submit 

 

Note: This transaction will appear in the activity 

history.  

 



 

 

Terminating Dependents 

Only active dependents are able to be terminated. There will be an ellipsis in the top right of the dependent section that gives the option to remove 

the dependent If dependent is to be terminated retroactively over 90 days, you must reach out to your PHP Membership Accounting 

Representative. See Help Desk for contact information. 

 

 

 

 
 

A pop-up window will appear where the date of removal is required. Dependents are to be removed based on the effective date. If the date 

entered is first of the month, the termination date will automatically be pushed to the end of that month. (i.e.) if you enter in the date of removal 

as 8/1, our system will reflect an 8/31 termination date. 

 

 

 

 

 

 

 

 

 

 

 

  

  



 

 

Terminating Employee 

Only active employees are able to be terminated. There 

will be an ellipsis in the top right of the Employee section 

that gives the option to remove the employee. If 

employee is to be terminated retroactively over 90 days, 

you must reach out to your PHP Membership Accounting 

Representative. See Help Desk for contact information. 

 

 

 

 

 

 

 

 

 

A pop-up window will appear where the last day of employment is required. Cobra  

or State Continuation forms are available by clicking on the corresponding links. 

 

 

 

 

 

 

Note: This transaction will appear in the activity history. 

 

 



 

 

Reinstate Employee (Step 1 of 5)  

Only inactive employees are able to be reinstated. 

There will be an ellipsis in the top right of the 

Employee section that gives the option to 

Reinstate. If employee is to be reinstated 

retroactively over 90 days, you must reach out to 

your PHP Membership Accounting 

Representative. See Help Desk for contact 

information. 

 

Required fields to move forward:  

V Date of event  

Note: Future date of events will not be 

allowed. On step 3 you will be able to 

select First of the month following 

date of event for coverage start date.  

  

V Subgroup selection from the drop 

down. 

 

 

V Class name selection from the drop 

down. 

 

 

 

 

Once all fields are completed, click Next Step 
































