
Employee Services Portal (ESP) Quick Guide
How to replace ID card

1. On the left navigation menu, click Eligibility. 
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2. Search for the intended subscriber by entering  
the ID or name. Click Submit. 
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3. Select the active subscriber by clicking the      
Subscriber ID. 
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4. Click the Replacement ID Card tab. 
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5. Click one of the buttons to choose an option to 
replace the ID card:
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• Send Email

• Print

• Download

• Order

 For Send Email option:

 a. Enter the Email address of the subscriber  
     and click Send Email.
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 b. The subscriber will receive an email to assist   
     them in securely accessing their ID card at  
     any time.
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