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Welcome!  

Welcome to MyPHP!  

 

Welcome to the Employer Portal User Guide. This guide will teach you the fundamental skills necessary 

to manage your PHP Employer Portal.   

This document contains step by step instructions that you can refer back to at any time and helpful tips 

to provide insight and guidance to best practices. 

With this portal you can: 

• View benefit information 

• Enroll or terminate members 

• Change a members’ class code 

• Change a members’ address and/or Primary Care Physician 

• Send correspondence to the Health Plan via email 

• Print temporary/and or order ID cards 

• And much more! 

 

 

If you have any questions or concerns while you’re using the MyPHP Employer Web Portal, please call 
PHP Sales at 517.364.8484. 
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Employer Sign-Up 

To access the portal, go to PHPMichigan.com.   

• In the upper right-hand corner, click Login, then click MyPHP Employer Portal.   

• At the Login screen for MyPHP, click Create An Account if you are logging in for the first time. 

 

 
The License Agreement page appears displaying the license and the terms of use for the portal.  

 
 

Click Agree to continue.  If you select Disagree, you will be returned to the login screen and you cannot 
proceed to the portal. 
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The profile information form appears prompting you to enter your information.  Your contact ID was 
provided to you in a separate email.  You will need that ID and your group number to complete the 
form. 

 

 
Once the required fields are complete, click Add. 
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You will now need to choose your own Username and Password.  Your Username can be anything you 
like.  Your password must have at least one: 

• uppercase letter 

• number 

• special character (!, @, #, $, %, ^, &, or *) 

• and be at least eight characters long. 

 

Warning – do not use your Contact ID or your Group Number as your user name. 

 

Review your information and make any changes by clicking the Previous button. If everything is correct, 
click next, then click Finish on the next page.  You must click Finish to ensure your account is created. If 
you do not click Finish, your user account will not be created. 

 

A confirmation email will be sent to you and the Employer Portal home screen will appear.  

 

Note – if you have more than one PHP employer group number (ie – an HMO and a PPO group), you 
must register each group individually and they must have separate user names. 
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Introduction to the Employer Portal 

The Employer portal is the gateway for you to access information about your group members’ eligibility 
and information.  A quick tour around the portal displays several navigation options.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Primary Navigation 

The menu along the top of the screen (right under the Physicians Health Plan logo) provides easy access 
to specific information.  

Home 

The Home page link directs you back to the Employer Home page. 

 

  

 

PHP Employer 
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Eligibility 

To do a basic search for a member’s eligibility, click Eligibility from the menu.  A search screen appears 
allowing you to search by member name, or member ID.   

TIP: It is recommended that when entering the name, you include both the first and last name to narrow 

your search.  If you do not put a user’s full name in the field, a list of all eligibility records for members 

with the same name within your group will appear. 

The easiest way to find eligibility information is to use the View all Eligible Members link (next to the 
Search button) which brings up a roster of the members associated with your group.  You can also 
download or print a copy of your member roster for your records. 

 

 
 

Once you have located the member you wish to view, click the link next to the member’s name to view 
details about their eligibility and coverage. 
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If you have any questions about the member’s eligibility or you want to perform an enrollment-related  
function on behalf of a member, you can click one of the Question about Eligibility/Enrollment Services 
buttons.  

 

 
 

Any of these functions will be directed to PHP as a request via email. 
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Enrollment 

The Enrollment menu is another point where you may access various online services to submit on behalf 
of a member or dependent.   

 

 
 

Selecting any of the above links will direct you to separate screens where you can complete the 
enrollment transaction. 

 

Note – Update Coverage will allow you to change a member’s class code. 
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Find A Provider 

Provider or Facility Search 

For a provider or facilities search, you will need to enter a Network and Zip code.  You can also select 
Provider Type and Specialty as search criteria. 

 

 

The Results page 
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Click on the name of any provider or facility to view the details of your search. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can also download or print the results of your search. 
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Quick Links 

The Quick Links list on the right-hand side of the Home Page provides links to frequently used forms, 
services or other additional information.  Clicking on any of the links will take you directly to that page or 
transaction. 

 

 
 

Messages 

The Messages link in the upper right-hand corner of the Home Page alerts you that you have a response 
from PHP.  A number will appear in parentheses after the word Messages to indicate the number of 
responses that are in your Messages Inbox. 

 

You can also click on the Messages link to find out the status of any of your transactions.  Click on the 
status to view the details of your request. 

 

 
 

 

  



 

15 

 

Profile 

You can click the Profile link to update your account and security information at any time. 

 

Account/Secuity Information 

The Account Information tab allows you to update your name, phone, email address and Username.   
The Security Information tab allows you to change your password, and update security questions.  

 

Logout 

Clicking Logout will close your session and take you back to the Login screen. 
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1400 E Michigan Avenue 

Lansing MI  48912 

 

PHP Sales Department – 

517.364.8484 


