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InTouch for Employers Tutorial: Update Address 

Common terms:   
Subscriber: The employee, or the primary person on the record. 

Member: Dependents, or a secondary person on the record. 

Subscriber ID: The number assigned to the record at PacificSource for the Subscriber. 

Suffix: The two digit extension after the Subscriber ID number. This is specific to each member entered 

on the record. 

 
Task function:  You can update addresses for your employees through this function.   
 

1. From your group home page, click on the “Update Address” link. 
 

 
 

2. The page titled Member Search will appear.  Type in the search criteria and click the Search button.  A 
minimum of one of the following fields is required: 

• Last name (minimum first two letters) 
• Social Security Number (SSN) 
• Subscriber ID 
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The search results will appear.   

 

  
 

3. Click on the person for whom you would like information. The following screen will be as shown below: 
 

  
 

You will see the current address and phone information for the person you selected.  From this screen 
you may do the following: 

• If you click on the “Add Address” link, you will be able to add an additional address for any of the 
family members on this record (in case anyone has a mailing address in addition to their 
residential address).   
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• Only residential mailing addresses can be entered.  Commercial addresses are not 
acceptable since confidential information (ID cards, EOB’s, required mailings, etc) will be 
sent to the mailing address.       

• You could then choose a home address and a mailing address for each family member. 
• If you click on the Edit link, you will be directed to the following screen: 

 

  
 

4. You may Edit the current home address and phone to reflect changes to your records.  This will insure 
that all documentation for the Subscriber/Member will be delivered to a valid address; or if we need to 
contact the Subscriber/Member regarding a claim, we will have an updated phone number.      
 
NOTE: You must click on the Look-Up button in order to populate the County field.  This is 
necessary for the transaction to be complete.  When you click on this button, please choose the 
City name that is completely spelled out.  Although city abbreviations will load, they are not the 
preferred choice. 
 

• Click on the Save button to proceed to the next screen.  You will then return to the Change 
Address screen, and the updated information will now show as current. 

• Click on the Continue button to complete the transaction. 
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You will then see the Summary page for Address Changes. 
 

.  
 

5. You then have the option to: 
• Re-edit the address/phone information; 
• Download this page as a .pdf document; or 
• Click Finish to complete the request. 

 
You will then be provided with a Confirmation page. Please keep in mind that this simply means that the 
request has been transmitted to PacificSource. It does not mean that coverage has been approved.  
You may wish to note the Reference Number shown on this page for future reference. 
 
Click on the Home link on the left-hand side of the screen to return to your Group Home Page. 
 
PacificSource has a dedicated InTouch for Employers phone line and e-mail address to more efficiently serve 
your online needs. You may contact us directly by these methods and someone from our InTouch for 
Employers Team will get back to you as quickly as possible. Note that this is specifically for InTouch for 
Employers online issues; please continue to contact your Membership Representative for all other questions: 
 

InTouch for Employers assistance: 
541.225.3742 

Fax: 541.225.3642 
InTouchforEmployers@pacificsource.com 
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