
DRAFT - Vers. 1.0

MedMutual Enroll
Broker User Guide
Online Individual & Family Health Insurance Application



DRAFT - Vers. 1.0

2

MedMutual Enroll
Broker User Guide

Table of Contents

How to Log in to the Broker Console

Quote and Submit an Application

Sending a Quote

Sending an Application

Reviewing Applications

Accessing an In-Process Application to Submit

Create a Report

Applicant Access through a PURL

3

4

10

13

18

25

26

27

Thank you for being a valued member of the Medical Mutual broker 
community. This guide will acquaint you with the format and functionality 
of the MedMutual Enroll online application. We’ll cover the basics, including 
how to log in and get started with an application, to other features available 
to you such as reporting and how your personalized URL (PURL) functions 
with the application.

We’re certain you will find this guide and the new application useful and 
beneficial to your business. Thank you again for your commitment to 
Medical Mutual.
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Sign in to MyBrokerLink with your 
user name and password.

By selecting the Off Exchange 
Quote/Enroll - Individual link, you 
will be signed in automatically 
and transferred to the MedMutual 
Enroll application.

How to Log in to the Broker Console
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Select  the Start New Application 
button at the top right of the 
application listings page.  This will 
take the you to the first page of the 
Individual application.

Quote and Submit an Application

Get Started

This page requires basic demographic 
information for the applicant. Select 
Next to view the available plans and 
rates.

If this is a special enrollment application, a list of qualifying life events will display.  
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Medical Plans

The application will list all plans available based on the information provided on 
the Get Started page.  Plans can be viewed at a high level, one at a time in greater 
detail, or by comparing up to  four plans side by side.  

Plan Comparison

Benefits will display for each plan added to the compare tool.  Additional details can 
be displayed and/or the plan can be selected from this page.  To return to the Medical 
Plans page select Previous.  
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Selected Plans

Once plan selection is complete, the 
effective date will be displayed along 
with the total monthly premium.  To 
make changes to the plan selection, 
either navigate back to select a 
different plan or select Remove to 
delete a plan from the cart.  Select 
Next to complete the application.

You will have the ability to send a 
quote to your applicants by selecting 
Send Quote in the Send Information 
tool. For further details on sending a 
quote see page 10.
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Contact Information and Personal Information Pages

After landing on the Personal Information page, you will have the ability to email the 
application to your customer. For further details on sending applications see page 13.

Note: A record of the application will appear in the Broker Admin Console application 
list once the personal information page is complete.  Applications abandoned prior to 
the personal information page will not be recorded.
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Confirmation of Citizenship and Insurance Coverage

Citizenship and other insurance questions are required.  If the applicant is not a U.S. 
citizen or legal non-citizen you will not be allowed to proceed with his/her application.

Payment Information

A payment method must be selected.  Binder payments are required prior to the 
effective date for the plan to be active.  If Bank Account or Credit Card is selected, the 
payment will be deducted when the application is accepted.
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Terms and Conditions

Applicants will be asked to agree to the Terms and Conditions and sign the application 
prior to submitting.
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Sending a Quote
Send Information Tool

You will have the ability to send a quote with rates for all available plans to your 
customers.  Select Send Quote from the Medical Plans, Dental Plans, Vision Plans or 
Select Plans pages.
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Send Quote Page

Any plan(s) selected for the applicant will appear at the top of the page with high-level 
attributes displayed.  Any additional plan available to the applicant will display at the 
bottom of the page along with the monthly premium.  Confirm a valid email address is 
entered and then select Send Email.

A pop-up message will display to confirm the email was sent.  You can then continue 
with the current application by selecting Return to Plans or begin a quote for another 
applicant by selecting Start a New Application.
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Quote Email

The applicant will receive the email 
message below with his/her quote.  The 
applicant will have the ability to start an 
application from the quote by selecting 
Start Application.  If the application is 
started from a quote email, your broker 
number will be tied to that application.



DRAFT - Vers. 1.0

13

Sending an Application
Send Information

Once you reach the Personal Information page, you have the option to send the 
application to your applicant.  Select Send Application from the Send Information box.

Send Application

On the Send Application 
page, confirm all information 
is provided and accurate.  To 
change any prepopulated 
fields, select Previous to 
navigate back through the 
application and correct the 
data.  Then select the Send 
Email button.
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Email Confirmation

You will receive a confirmation once the email is sent.
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Application Email

The applicant will receive the message below via email.  When he/she is ready to 
complete the application he/she should select Complete Application Now to proceed.
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Returning Applicant

The applicant will be asked 
to supply his/her date 
of birth and the last four 
digits of his/her Social 
Security Number to return 
to the application.

Returning Applicant Landing Page

Once the applicant’s identity is confirmed, he/she will be able to view the high-level 
details of the application and choose to complete the application, or start a new quote. 
Note: If the applicant chooses to start a new quote your broker number will be assigned 
to the new quote.
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Returning to the Application

If the applicant selects Complete Application Now, he/she will be returned to the last 
page you filled out for them. The applicant can complete the application process from 
that point.
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Reviewing Applications
Applications in System

After linking to the Admin Console from MyBrokerLink, a list of your applications in the 
system will be displayed.
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What Each Column Means

View Details: 

Clicking Details on a particular application will open 

more in-depth information about the application which 

includes the application PDF, history, demographic and 

plan information.

Application ID:

The application ID assigned to each application record 

is unique. The user receives his/her Application ID upon 

reaching the confirmation page, and also through email 

communications. 

SSN:

This is the Contract Holder’s Social Security Number 

provided during the application process. You can search 

for applications using the SSN through the filter options.

Group Number: 

A Group Number is assigned to each application once 

the application is in the Accepted status. The field will be 

blank until this time. The Group Number is displayed on 

the confirmation page and within email communications 

if the application has been approved. 

Lines of Coverage:

This field indicates what type(s) of coverage the  

applicant chose to include on his/her policy  

(Medical, Dental, Vision).

Start Date:

This is the date the application was started and is 

displayed in the In Process status. The Start Date and 

Submitted Date may be different if the user returned and 

completed his/her application at a later time.

Submitted Date:

This is the date the application was submitted to Medical 

Mutual. The Submitted Date and Start Date may be the 

same if the user completed his/her application in one 

sitting. This date will be blank if the application has not yet 

been submitted or is in a In Process status.

Effective Date:

This is the date the policy will go into effect assuming any 

holds are released in time. 

Accepted Date:

This is the date the application was approved by Medical 

Mutual. If the application was auto approved, the 

Accepted Date and Submitted Date will be the same. This 

date will be blank until the application is in an Accepted 

status.

Special Enrollment Date:

This is the date the user provided when indicating they 

have a qualifying life event. This field will be blank if the 

application does not have a Special Enrollment.

Total Premium:

This is the monthly amount for which the user will be 

responsible. This amount is the grand total between all 

lines of coverage purchased. If the application has not yet 

been accepted, there are situations in which the premium 

amount can changed.

Contract Holder Name:

This is the first and last name of the Contract Holder listed 

on the policy.
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Agent:

This is the agent assigned to the application.

Status:

In Process: The application has been started, but has  

not been completed or submitted to Medical Mutual  

for processing.

Submitted: The application has been submitted, but 

is pending review for at least one hold type (Special 

Enrollment, Pediatric Dental and/or Binder Payment).

Premium Adjustment Needed: The application has been 

submitted, but during the time it has been pending 

review the premium has changed. The contract holder 

must approve of the premium change before the 

application can be accepted.

Payment Denied: When manually approving the 

application, the payment supplied is no longer valid.  

The contract holder must contact Medical Mutual with 

another form of payment before the application can be 

accepted.

Accepted: The application has been accepted  

(either automatically or manually) and has been sent to 

Medical Mutual’s Membership department for  

further processing.

Hold(s): 

Special Enrollment: When the user submitted the 

application, he/she noted having a qualifying life event. The 

Medical Mutual Underwriting department must indicate 

(by clicking the remove button) the qualifying life event is 

valid once proof is received.

Pediatric Dental: When the user submitted the application, 

he/she noted a waiver of pediatric dental coverage for 

his/her dependent(s) on the policy. The Medical Mutual 

Underwriting department must indicate (by clicking the 

remove button) the alternative pediatric dental policy is 

valid once proof is received.

Binder Payment: When the user submitted the application, 

he/she noted to pay the first month’s premium with a 

paper check. Medical Mutual’s Finance department must 

indicate (by clicking the remove button) the paper check 

has been received in order to approve the application.
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Filter Options

This list of applications can be filtered to display only the records desired.

You can utilize the filter options to search for particular applications based on the 
criteria below.

Search By:     Holds (check all that apply):
Last Name    Special Enrollment
Application ID    Pediatric Dental
SSN     Binder Payment

Date Ranges (From – To):  Status: 
Start Date    In Process
Effective Date    Submitted
Submitted Date    Premium Adjustment Needed
Accepted Date    Accepted
Special Enrollment Date
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Sort and View Options

You can also sort by each column. Clicking on the column header once will display 
the results in accending order. Clicking on the column twice will display the results in 
decscending order. The column view can be customized by removing the check box 
from the column name.  
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Application Details

Select Details from the first column of the listings page for a detailed view of the 
application.

Tools:

To view all details provided 

on the application, select 

View PDF.

Note: The PDF will not 

be available until the 

application has been 

submitted.

Summary Tab:

This tab lists the applicant’s 

demographic and personal 

information. The broker 

assignment information is also 

included.
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History Tab:

The History tab lists a record 

any time an action is taken 

on the application. This 

includes, but is not limited to, 

application progress, status 

change, premium change, 

effective date changes and 

enrollment file notifications.

Payment Tab:

The Payment tab lists the 

payment type the user 

selected and the date 

the payment was made. 

The payment date will 

read Pending Application 

Acceptance until the 

application is in an Accepted

status. In most cases, the 

payment date listed will be 

the date the application was 

approved. Both fields will 

be blank if the applicant has 

not yet submitted his/her 

application.



DRAFT - Vers. 1.0

25

Accessing an In-Process Application to Submit

You can reopen the application in the In-Process Status.  To do this first search for the 
application in the broker console, select the details and then select the Resume Quote 
button.  You will be placed on the last page completed by either you or your applicant.
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Create a Report

You will have the ability to export a filtered/sorted application listing to an Excel format 
and save as desired by clicking the Export results to Excel link. The Excel report will 
include all pages listed from the results.
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Applicant Access through a PURL

An applicant can use your PURL to access the Med Mutual Enroll Application.  
Applicants should select Individual & Family Plans from the traffic manager tool and 
then select Start Here to be transferred to the Get Started page of the application.

Your contact information will appear in the top 
right corner of the application.  Your name and 
phone number will also appear in the footer.
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Applicants accessing the application through a broker PURL will have the ability to 
send themselves a quote through the same send quote functionality described on page 
10.  The applicant will not have the ability to send an application.

A record of applicants who access through your PURL will be captured in the Broker 
Admin Console once the applicant navigates past the Personal Information Page.

If the applicant navigates past Personal Information but does not submit the 
application, the status will show as In Process.  If the application is submitted, it will 
have a status of Submitted, Accepted or Premium Adjustment needed.  See page 20 for 
an explanation of each status.
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An applicant who used a PURL and has an of In Process status will receive an email 
after 20 minutes of inactivity allowing him/her to return to the application and submit.

Should you have any additional questions about the MedMutual Enroll online 
application, please contact your individual sales representative.


