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Job Aid  

Request Member ID Card or Download Digital ID 

Card in Member Portal  

This job aid lists the steps on how a member would request or download an ID card from the MESA 

Member Portal.   

Step 1: Log into the MESA Member Portal with User ID and select Log In.   
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The MESA Member Portal Home Page displays as shown below.   

 

Step 2: Look under Requests at the bottom of the page and select either Digital ID Card or Request ID 

Card, as shown above or Select the Requests tab at the top of the page as shown below. 

 

Figure 3: Requests Tab 
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Selecting the Digital ID Card 

Step 3 Digital ID Card Option: 

If you would like to print your Digital ID card, select the Digital ID Card from the Requests options. 

Select Download to download it to your files. 

 

A message in your browser will let you know when the download is complete.  

 

Select Print and the print window will open. You will have the option to select the Destination for the 

printed file and a print preview. 
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Selecting the Request ID Card 

Step 3 Option 2: Select Request ID Card. The member’s name and address information is prefilled in 

the form. Review and change if necessary.  

 
 

Step 4: Select a Reason for the request. 
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 Step 5: Once the Reason has been selected, and the information has been reviewed, select Submit. 

 

  

Step 6: A Request ID Card: Confirm Details Panel displays as shown below. Once requested 

information has been reviewed, select Confirm to request the ID card.       
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Step 7: The Member’s ID Card has now been requested. The figure below shows the Request ID Card 

Confirmation dialog box. Select OK. This takes you back to the Member’s Home page.        
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Change History    

The following change history log contains a record of changes made to this document:  

Version #  Published/ Revised  Author  Section/Nature of Change  

0.1  11/07/2022  Gainwell    Initial submission  

1.1 07/16/2026 Gainwell Updated per CR 2440 

  


