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Large Group Administrator Training: 
Tools for success

February 25, 2010
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Welcome

Jennifer Spors
Manager, Account Management
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Agenda

Welcome
Group Administration
Total Health Management
Employee Assistance Program
Service Center
Break-out Sessions 
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Group Administration

Dan Geer, Account Manager
Brent Peterson, Account Manager
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Topics

Enrollment procedures
Master Group Contract
Billing procedures for fully insured plans
Online Employer eServices
Communications support
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Enrollment procedures



7Last update: 

Large Employer

Predications
• 50+ employees working a minimum of 20 hours per week, or as 

determined/negotiated by employer group, broker and Medica
• 75% participation – and no less than 50% of the total number of 

eligible employees regardless of waivers
• 50% of employer contribution towards employee premium.
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When can employees enroll?

Following a change in family status, 
like:

a) Loss of other coverage
b) Birth
c) Adoption
d) Marriage
e) Divorce

The Large Group Enrollment form 

When newly hired
Form to use…Employees can enroll…
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HIPAA

Health Insurance Portability and Accountability Act of 1996
• Questions surrounding interpretation of HIPAA  - contact your legal 

counsel
Medica mails Certificate of Creditable Coverage to 
employee upon termination
• Questions - contact Service Center:  (952) 992-2200
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Large Group Enrollment/Change/Cancellation

Submit within 31 days of event
Used to:

Add employee
Add dependent (i.e. spouse, child)
Waive coverage
Change information (i.e., name and address)
Remove employee from plan (termination date will be the 
end of the month)
Must  complete in full and maintain employee privacy in 
compliance with HIPAA
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Continuation Eligibility

To determine eligibility:
COBRA/Continuation laws and requirements responsibility 
of the employer (contact your legal counsel)
For more information on Minnesota State Continuation:

MN Department of Commerce      (612) 296-4026 or (800) 657-3602 
MN Department of Health             (651) 282-5600 or (800) 657-3916   

Federal COBRA questions: US Department of Labor at 
1/202/219-7222, Ext. 3016
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Used to re-enroll members who have elected continuation
Steps:

1.Terminate coverage using a Large Group 
Enrollment/Change/Cancellation Form.
2.Notify members of continuation rights.
3.Re-enroll using a Large Group Enrollment/Change/Cancellation 
Form within 60 days of termination. 

Continuation / COBRA Enrollment Form
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What form(s) should we use? 

Large Group 
Enrollment/Change/CancellationReinstate on COBRA Continuation

Custom Options by Medica  
Selection Change form 

Change from one plan option to another 
plan option at renewal

Change an employee name

Change an employee address Large Group 
Enrollment/Change/Cancellation

Terminate an existing employee

Large Group 
Enrollment/Change/CancellationAdd a dependent

Large Group 
Enrollment/Change/CancellationAdd a new employee or late entrant

Use…To…
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Employee enrollment information 
or changes

Send enrollment information or changes to:
MEDICA
P.O. Box 30986
Salt Lake City, UT 84130-0986

Or, fax to: 248-733-6064
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Material Orders

Forms and enrollment labels: Medica Service Center at 
(952) 992-2200
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Master Group Contract

Legal contract between your company and Medica
Term of contract
Grace period
Acceptance of contract
Eligibility
Rates
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Billing procedures
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Billing

Pay as billed, wait for adjustments  
Payment due by the 1st of the month
Bills run on or around the 10th of the month (*E-Services bills 
post on the 10th and are available for viewing by the 12th)
Do not terminate employees on billing statement
Changes are due a full 30 days prior to reflect on 
billing statement
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Billing

Automatic Clearing House (ACH), an automated   payment 
option, is available upon request 
Questions: contact Service Center at (952) 992-2200



23Last update: 

Medica invoices

Invoice reflects:
Account’s summary
Current invoice summary
Invoice detail at subscriber level
Applicable adjustments 
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How to read your invoice
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Online Employer eServices®

www.employereservices.com

Mary Jo Boughner, Manager, Employer Operations
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Employer eServices Benefits

Provides real-time online administration and secure internet 
connection 24 hours a day-7 days a week
Enrollment
• Verify employee eligibility information
• Instantly enroll, change or terminate employees
• Re-issue employee and family ID cards
Billing
• View current or prior-period activity
• Download invoice detail into a spreadsheet
• The group no longer receives paper invoices
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Client Master Administrator

One person at the organization is registered as the Client Master 
Administrator (CMA).

The CMA has the ability to manage users (add or inactivate users), 
and assign functional permissions such as eligibility and billing to 
users within your organization. 
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Login Screen
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Home Page
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To inquire about coverage for an enrollee in Employer eServices. 

Available information is "view only" – the user is not able to make any 
changes to the information using this function of Employer eServices.  
They are, however, able to print the pages for reference.

Enrollment Inquiry
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To enroll an employee through Employer eServices the user will complete a 
series of pages that capture the following information about the employee:

• Employee group 
• Effective date of employee's coverage 
• Employee's date of hire and language used for EOB
• Demographic information 
• His/her product information 
• Other Insurance information 
• COBRA/Continuation information

Add Employee
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This function is used to request replacement ID cards for an employee or 
dependent.  Requesting a replacement card is quick and easy. All you need to 
do is: 

• Identify the group
• Identify the employee
• Identify the enrollee (employee or dependent) needing a card 
• Request the card

ID Cards
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Need help?

Easy-to-use help program
Tutorials
“Training on demand”
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Questions?

Medica Service Center at 
952-992-2200 or 1-800-936-6880
Or email the Service Center at 
medicaservicecenter@
medica.com

Need an Employer eServices 
user name and password

Employer eServices customer 
support at 1-800-651-5465 Have a general question about 

Employer eServices

Contact…If you…
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Communications Support
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Online resources for employers

Medica.com/Employers
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We keep you informed

Employer Update
www.medica.com
• Employer portal
• Wellness Resource Center
Employer events and training
Healthy Attitudes member 
newsletter
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www.medica.com

Product information
Employer and member information resources
Valuable health and wellness programs and resources for 
employers and members
Find A Doc
Online versions of our publications
Recent Medica news 
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Employer Update monthly e-newsletter

Employer events
Policy changes
Product, network and service 
changes
Ideas for helping you manage your 
health care costs and engage your 
employees in healthy lifestyles
If you aren’t receiving it, visit 
www.medicaemployer.com and 
provide your e-mail address
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Healthy Attitudes

Quarterly member newsletter
Mailed to all enrolled employees
Helps members better manage health care
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Questions?

Medica Service Center

M – T 8 a.m. – 5 p.m. 
Friday 9 a.m. – 5 p.m. Hours

1-800-936-6880Outside Minneapolis/
St. Paul metro

952-992-2200Minneapolis/St. Paul metro
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Health and Wellness

Janet Bender
Total Health Management Consultant
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Behavior
50%

Access
10%

Genetics
20%

Environment
20%

Fact:
Health Care Status Influence

* Source: IFTF, Center for Disease Control and Prevention

Source: Mercer HR consulting, (n=51,200 over 5 years); Unilever (March 2005). 
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Risk factors per 100 employees

Heavy drinkers3

No seat belt12

High cholesterol15

Smoke15

Not enough exercise21

Stress28

High blood pressure29
Overweight by > 20%43

Source: Musich, et al, Journal of Disease Management and Health Outcomes, Sept. 2004
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Cost of Risk
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Put Medica to work for you—

Key messages for your employees:

• Develop healthy habits
– Simple ways to help you achieve your health goals and enjoy life

• Prevent health problems
– Helpful information to guide you toward good decisions

• Get the right care at the right time
– Expert help in selecting appropriate and high-quality care

• Get good results
– Proven resources you can rely on to achieve the best possible 

result



47Last update: 

My Health Manager from Medica:  
Innovative online tool for members

Develop Healthy Habits
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2010 Wellness Credits Program
Take Action …Get Rewarded!

$125Annual Total

$ 55Feedback Survey   (1 per year)

$3015Health Challenges    (2 per year)

$3015Conversations – New!   (2 per year)

$3030Healthy Living Program   (one per year)

$3030Health Assessment    (one per year)

Annual MaximumWellness CreditsActivity

Develop Healthy Habits
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Start with a Health Assessment
On your path to better health….  

Complete an online or paper health assessment 
& receive:

A personal Wellness Score
Recommendations for how to improve health
A report that identifies health risks
An invitation to enroll in a Healthy Living Program
Plus, earn 30 wellness credits

Develop Healthy Habits
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Know your score

Develop Healthy Habits
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Health Assessment
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Develop Healthy Habits
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Healthy Living Programs

• Weight loss
• Healthy heart
• Healthier diet
• Cancer-fighting
• Get in shape
• Diabetes-fighting
• Stress relief
• Healthy aging
• Easy start
• Smoke Free
• Healthy Seniors

Earn 30 wellness credits for completing one program

Develop Healthy Habits
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Healthy Living Programs

Weekly goals and to-do lists Weekly email reminders

Develop Healthy Habits
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Interactive Conversations

Engaging, online conversations through an interactive 
health advisor
Offers personalized feedback based on readiness to change 
input
Receive a printable goals summary page

Develop Healthy Habits
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Conversations – Wellness Topics 

Getting Active 
Healthy Eating 
Healthy Weight 
Healthy Thinking 
Quitting Smoking Again 
Sleeping Well

15 Wellness Credits per completed topic (2 per year) - $30

Develop Healthy Habits
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Health Challenges
• Six week behavior change activities
• Earn 15 wellness credits for each challenge

2010 Health Challenges

Medica Shape Up Challenge
April 5 – May 15, 2010

Get Moving Challenge
September 13 – October 23, 2010

Develop Healthy Habits



57Last update: 

Receive $20 credit toward monthly dues. 
Exercise at participating facility 12+ days per month.

Fit ChoicesSM by Medica

Health club 
reimburseme
nt program

Included with fully insured plans; available for purchase by self-insured plans.

Develop Healthy Habits
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Nationwide facilities

Medica Service Area (MN, WI, ND & SD)

Over 8,000 health clubs to choose from!

Develop Healthy Habits



59Last update: 

Used with permission from the Center for Spirituality and Healing at the University of 
Minnesota and the Life Science Foundation.  

Health & Wellness Coaching
Supporting members in setting behavior-specific goals to improve health 
and well-being

Personalized
Comprehensive, member 
centered and goal oriented
Support healthy lifestyles and 
behavior change
Build motivation, confidence 
and ability to self manage 
health
Coaching expertise

Develop Healthy Habits Prevent Health Problems
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Health and Wellness Coaching
Measuring Satisfaction

Personalized health improvement plan helped change 
behaviors or move toward reaching goals87%

More confident in ability to get what I need in life for my 
health and well-being88%

95% Satisfied with coaching program

99% Felt supported by coach

Develop Healthy Habits Prevent Health Problems
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Health and Wellness Coaching
Measuring Outcomes

Report increase in fruit/vegetable intake51%

Report increase in exercise51%

Report weight decrease59%

66% Report quality of life increase

40% Report productivity increase

$139 per enrolled member per month savings in health care costs 
due to decreased IP admissions, ER and OP visits

Develop Healthy Habits Prevent Health Problems
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Ready When You Are
Develop Healthy Habits Prevent Health Problems

Get the Right Care at the Right Time Get Good Results When You Get Care

My Health Manager
Health Risk Assessment
Healthy Living Programs
Health and Wellness Coaching
Tobacco Cessation
Better Every Day 
Clinic Based Chronic Care
Flu Clinics
MedCheck-up

My Health Manager
Health Risk Assessment
Healthy Living Programs
Chill Out Challenge
Maintain Don’t Gain
Rate Your Plate
Shape Up Challenge
Fit Choices
Health and Wellness Coaching
Better Every Day
HealthForums.com

Treatment Decision Support
Centers for Excellence
MainStreetMedica
Employee Assistance Program
Medica CallLink Nurseline
Radiology
Prior Authorization
Restricted Recipient
Coverage Policies

Adult Complex and High Risk Case Management
Healthy Pregnancy
Medica Behavioral Health
On-site Case Management
Pediatric Case Management
Specialty Pharmacy
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Questions
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Employee Assistance Program

Leann Botzet, OptumHealth
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Employee Assistance Program (EAP) Overview

Access to master level associates 24 hours a day, 7 days a week by calling 1-
800-626-7944

Available to Medica members, dependents and any individual associated with 
the Medica member

3 in-person EAP sessions covered at 100%

Members have access to in-person EAP sessions multiple times for different 
issues throughout the year 

If members need to be seen beyond the EAP visits, network is overlapping to 
continue with provider through Behavioral Health benefits

Variety of Work Life services available

Critical Incident Response and Worksite trainings:  150 onsite hours

Promotional postcard mailing to employees homes
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EAP Work Life ServicesEAP Work Life Services

Child/Parenting Information and 
Referral

Assistance locating a wide range of 
child care options.  

Examples include:
Child care centers
Nanny or au pair services
Family day care
Teen programs
Preschools
Programs for children with special needs
Day and residential camps
Emergency or sick child care

Resources for all stages of parenting 
Examples include:

Prenatal and childbirth classes
Postpartum groups
Newborn issues
Fathers’ programs
Resources for single parents
Parent support groups 
“Mom’s Day Out” programs
Relocation assistance

Financial Services
Free unlimited telephonic sessions with 
Financial Professional

Topic examples for consultation:
Budgeting
Reducing debt
Controlling spending habits
Bankruptcy 
Restoring your credit rating
Saving for college
Retirement planning
Hiring a financial planner
Learning about investing
Making the most of a 401(k), IRA or 
pension plan 
Mortgages
Car loans
Taxes

Legal & Mediation Services 
½ hour consultation free 
(telephonic or face to face)
25% discount if retain services

Topic examples for consultation:
Divorce 
Child custody 
Child support
Adoption
Immigration 
Wills and trusts
Guardianship 
Property division
Tenant’s rights
Civil disputes 
Criminal issues 
Power of attorney
Debt division
Consumer rights
Order for protection

Note:  Health Plan and Employment law excluded from legal/mediation services
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EAP Work Life ServicesEAP Work Life Services

Chronic Condition Support 
Services

These services can benefit 
those living with chronic 
conditions, as well as 
caregivers

Learn about::
Food service
Support groups
Advocacy
Affordable housing
Work related concerns
Remodeling for accessibility
Transportation issues

Community Resources
Pre-screened resources

Examples include: 
Self-help groups
County/State Services

Life Learning
This program helps 
people of all ages find 
educational resources

Examples include:
School selection
College searches
Assistance with 

academic problems
Finding adult education 

classes or community 
education programs

Career consulting

Adult/Elder Information 
and Referral
These services help 
address the needs of 
older adults

Various housing 
concerns:
In-home nursing care
Transportation
Community resources
Food/nutrition programs
Travel opportunities
Homemaker services
Resources for caregivers’
concerns:
Respite care
Legal assistance
Caregiving support issues
Disease-specific 

information
Specialized financial 

planning
Resources for coping with 

grief and loss
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EAP Management ServicesEAP Management Services

Trainings
Onsite trainings available for 100+ 
topics

Examples include: 
Building successful teams
Anger Management
Communication Skills
Balancing Work and Home
Stress Management

Critical Incident Response (CIR)
Worksite counseling and support 
services due to an event affecting the 
workplace

Examples include:
Layoffs
Reorganization
Workplace or Community Tragedy

Management Consultations
Serves as an “arm” to Employer 
Human Resources Department

Consult on any workplace 
related issue:

Employee Performance Issues
Formal or Mandatory Referral
Sensitive Employee Issue
Traumatic Event
Issues with group of employees
Reorganization or layoffs
Policy  and Procedure Consultation

150 onsite hours available (CIR & Trainings combined) 
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www.liveandworkwell.com

On the right hand side of the page “Click Here” to enter using only an access code 

Enter the access code “medica”

Member Portal
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Medica Service Center

952-992-2200 or 1-800-936-6880
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When should you call the Service Center?

Clarify benefit information
Address enrollment and eligibility concerns
Check billing, claims and provider status
Check on the status of an application you submitted
Order materials for you on behalf of your customers
Questions about myMedica.com®
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Why should you contact the 
Service Center?

Dedicated team
Extensive plan knowledge
• All Service Center Representatives have worked as Customer 

Service Representatives
• Core competency assessments are completed annually; refresher 

training provided weekly
• Monthly quality audit’s average score is 98%
Committed to quality
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Thank you for attending today.
Thank you for choosing Medica.


