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This Quick Reference Guide (QRG) will provide an overview of the process for process to View and 
Export Member Roster details. 
 

 
 

 
Let us look at the steps in detail for the View and Export Member Roster details.  
 

 
 

Step 1: 

 

1. From the ConnectiCare Home page, select Roster Management tab. 

2. From the drop-down menu, select View Member Roster. 

 
 
 
 
 
 
 
 

 

Purpose: View and Export Member Roster details 
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Step 2: 

The Member Roster screen displays. 

1. In the Search By field, select an appropriate option like Subgroup ID, 

Subgroup Name, Subscriber only or Future Effective to find desired 

member detail. 
Note: Click Subgroup ID or Subgroup Name to search for a specific subgroup. 

 
 
 
 
 

 
 
 
 
 
 
 

Step 3: 

1. In the Member Status field, select the Active, Inactive or All members 

from the drop-down menu. 
Note: For this example, we will use All. 

2. Click Search. 
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Step 4: 

 
The Member result displays. 
1. Click Member ID to view member details. 

Note: You can fine tune results by sorting records by desired field. By default, the search 
result is sorted by Member Name. 

 
 
 
 

Step 5: 

1. Click Export Member Roster to download the search results. 
Note: Member search results can be up to 8000 records. 
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Step 6: 

1. Member roster details are downloaded to an Excel spreadsheet. 

 
 
 
 
 
 



 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

Thank 
You 


