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How to Create an Account 
Portal Instruction Guide – Policyholder Portal 
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Welcome 

1. Visit the Policyholder Portal Log in Page at: https://portal.mem-ins.com/account-
management/login-page 

2. Select Sign up.  
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Sign Up  

1. Enter a valid Email Address.  

2. Enter a Password. 

NOTE: Passwords must contain 10 characters, no more than two identical characters in a row, 
and at least three of the following: lower case letters (a-z), upper case letters (A-Z), numbers (0-
9), special characters (!@#$%^&*).   

3. Select Continue.  
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Secure Your Account 

1. Enter the user’s Phone Number.  

2. Select Text Message or Voice Call to receive the 6-digit code.  

3. Select Continue.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Verify Your Identity  

1. Enter the 6-Digit Code received via text message or phone call.  
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2. Select Continue.  

 

 

 

 

 

 

 

 

 

 

 

Account Registration 

1. Enter the user's First Name.  

2. Enter the user's Last Name.  

3. Enter the policyholder’s Account Number.  

NOTE: The account number is located in the top-right corner of the billing statement.    

 

 

 

 

4. Enter the policyholder’s Policy Number.  

NOTE: The policy number is located on the billing statement. Enter ONLY the numbers listed 
before the dash.  
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5. Enter the policyholder’s Zip Code. 

NOTE: The zip code is located with the address on the billing statement.  

 

 

 

6. Select Add Account.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Where to Get Help 

If your questions were not addressed within this document, please contact MEM Customer Care at 
customercare@mem-ins.com or by phone at 800.442.0593. 
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