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Introduction 

With MyEnroller, our electronic  quoting and application process, you can generate a quote only or 
you can take an application through an Internet connection or visit face-to-face with your 
prospective customer; provide a rate quote; and take an application—including an electronic 
signature - all without access to the Internet.  
 
MyEnroller allows you to quote Medico’s portfolio of products in one convenien location. 
 
When you use MyEnroller, you are able to customize the quote for your client, as well as run 
several different benefit scenarios without manually recalculating the quote.  MyEnroller will do it 
automatically as you change coverage options.  This allows your clients to make informed choices 
that both meet their needs and fit their budget.  
 
If taking an application remotely,once you have reconnected to the Internet and opened up 
MyEnroller, all you need to do is sync MyEnroller and the applications will be automatically 
submitted to Medico’s Administrative Office electronically.  Some applications will automatically be 
issued without going through the underwriting system!  These features speed up the issuance 
process by eliminating the initial mail and data entry time. 
 
More quotes, easy application process  and the convenience of taking an application electronically 
makes MyEnroller an essential tool for the Medico representative! 
 
This user guide is designed to help you with MyEnroller.   
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Initial Set Up 

User Login Process: 

First time users will be required to register before accessing MyEnroller.  To register, please go to 

https://mic.gomedico.com the Medico Information Center (MIC), users will be prompted to register upon their 

first visit to MIC.  When a user visits mic.gomedico.com and enters their username and password (Figure 1), 

they will be redirected to the registration page  

 

On this page, the user creates a username and password, which will become their new username and 

password for accessing MIC.  If the user would like to keep their existing username, they can simply enter their 

current username exactly as it appears today.  However, this will only work for users entering a unique 

username (the generic ‘MedicoAgent’ username cannot be used). 

 

https://mic.gomedico.com/
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Once the registration is completed, users will continue to log in to the MIC website as they do today and will 

not see the registration page again.  New users of MIC must complete this process as well. 

 
 
 
After completing the registration process, the user is taken to the MIC Home Page and clicks on the “MyEnroller Tab” on 
the right hand side of the screen 
 

 

 

[Type a quote from the 

document or the summary of 

an interesting point. You can 

position the text box anywhere 

in the document. Use the 

Drawing Tools tab to change 

the formatting of the pull 

quote text box.] 
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MyEnroller Online provides an online experience (Internet connection required for use) for rating and submitting 

Medicare Supplement, Dental, Vision & Hearing, Short-Term Recovery Care, Lump Sum Cancer, and Hospital Indemnity 

applications and to Quote all of Medico’s products 

MyEnroller Offline is a downloadable version of the software which installs on your supported PC, laptops or tablets and 

allows you to obtain rates and write applications without being continuously connected to the Internet. Once an 

Internet connection is available, a simple sync process submits your new business applications to Medico.   

 

Medico recommends that you download the Offline version of MyEnroller.  This will create an icon on your PC or 

laptop for easy use.  

 

 
 

Download Desktop 

Version 

Launch MyEnroller 

Online 
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Once the user clicks on a link to Citrix, their system is checked for the Citrix Receiver client. If the user does not have the 
Citrix Receiver client, they are prompted to install it (one-time download on each machine used to access MIC web)  
 

 
 
 
Download process – Step 1 

User clicks ‘Run’   The Citrix Receiver is downloaded 
 

 
 
If you are using the Offline Version, a desktop icon in the form of a briefcase will appear on your desktop, similar to the 

below image.  Click on the MyEnroller desktop icon to begin. 
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MyEnroller- Login: 

For the Offline or Online verion of MyEnroller, click on the MyEnroller icon to open up MyEnroller.  Once you have 

opened MyEnroller, you will need to enter your Username and Password. 

 

Synchronizing with Home Office: 

Once you log into MyEnroller, you may get a Synchronizing with the home office screen.  MyEnroller is 

synchronizing with Medico for any updates that may have occurred since the last time you used 

MyEnroller. 
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Quote and/or Application Process: 

 To start a new quote and/or application, complete the following: 

o Select the state the applicant resides 

o Select agent # 

o Enter Zip Code 

o Select Applicant’s Gender Male/Female 

o Enter Applicant’s Date of Birth 

o Click on Start New  

 

 

Incomplete Submissions: 

 To view any incomplete applications that have not been submitted to the home office, select My 

Submissions Incomplete.  Your Incomplete Submissions is preset to appear.  Incomplete submissions 

can be accessed for 60 days.  The following are the fields that appear: 

 Applicant Name, State, Company Code, Product(s), Date Started, Last Date Updated, Last Page 

 Open Submission  (clicking on the open submission will take you to your last entry) 

 Delete Incomplete Submission   (this will delete the incomplete submission) 
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Complete Submissions: 

 To view any My Submissions Completed, toggle the incomplete button,  My Submissions Completed will 

appear. Completed submissions will show for 30 days.  After that point, all submissions can be accessed on 

the Medico Information Center (MIC), our agent website. The following are the fields that appear: 

 Applicant Name, State, Company Code, Product(s), Date Completed, Date Uploaded 

 Delete Complete Submission   (this will delete the Complete Submission) 

 

Note: If there is no date listed in the Date Uploaded field, the application has NOT been sent to the Home 

Office.  Click Sync/Update  to upload the application to Medico. 
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Searching the Dashboard: 

The Dashboard screen has a search feature that will allow you to find a client’s application, both in the 

Incomplete Submissions and Complete Submissions sections. 

 

 

Click in the Search field of the section you want to look in and enter your search criteria.  The search feature 

will look for all information that is available on this screen.  If you know the specific detail (i.e. client last name) 

you are searching for, use that information to narrow down the search.  But, if you only know partial 

information, you can do a broad search.    

Navigating the MyEnroller Screens: 

The MyEnroller screens have several features that are consistent on each screen. 
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Jump-to-Navigation: 

The “Jump-to Navigation” allows you to toggle between screens you have visited in the quote/application.  

When you tap on the arrow next to “Show Navigation Menu,” you get a list of the screen names that you have 

visited.  You are not allowed to jump forward.  Once you hit “Next” at the bottom of the screen, it will be 

added to the list. 

To go to the page/screen you would like to visit, just tap on it. 

 

 

Save and Close: 

The “Save and Close” feature allows you to save the quote or application on the page that you are currently on 

and it will close the program. 
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Return to Quote: 

The “Return to Quote” feature allows you to return to the quote page to alter your quote or to add an additional 

product to your quote. 

 

 

Progress Bar: 

A Progress Bar is located at the top right hand corner of the screen.  The Progress Bar tracks your progress through the 

screens on the application. 

 

Screen ID: 

The “Screen ID:” is located at the bottom to identify the name of the screen you are on. 

 

Previous Button: 

The “Previous” Button allows you to go back one screen at a time. 

 

Next Button: 

The “Next” Button allows you to go to the next page.   

IMPORTANT NOTE:  Every time you tap “Next,” the information is AUTOMATICALLY saved!  

 

 

 

 



13 
For Agent Use Only; Not For Consumer Solicitation 

Medico® is a registered trademark owned and licensed by Medico® Insurance Company  
MyEnroller® is a registered trademark owned and licensed by the Entrecor Group Inc. © Copyright 2015 Medico® Insurance Company 

Policy Information: 

REPRESENTATIVE NOTE: Required fields have a pink background.  That information is required for the quote.  Other 

information that is required for the application may not be necessary here, but will be required on future screens. 

Missing Information/Required Fields: 

If there are any errors or missing information, you will not be allowed to move to the next screen until the errors or 

missing fields are completed.  Any required fields that are missing information, or have an error, will appear with a red 

box around them. 

Product Quote Screen: 

REPRESENTATIVE NOTE:   

When entering multiple product quotes for the same client (i.e. Med Supp,Dental, Vision & Hearing, Cancer, Hospital 

Indemnity or Short Term Recovery Care) MyEnroller will allow you to have different effective dates,  different 

premium mode and different premium payment methods by product. 

 In this example, we will be quoting and completing an Underwritten Medicare Supplement Plan F for a Female age 

70.  As indicated previously, MyEnroller is predictive and intuitive.  You will only be presented with questions that 

pertain to your client’s eligibility.  

Once you have completed the Policy Information by giving the State where Applicant Resides, Agent #, Zip Code,  

Gender, and Date of Birth, you will be presented with the Product Quote Screen.  Only the products that are available in 

that particular state will be visible.  
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Applicant Quote Details: 

The “Applicant Quote Details” button allows you to change you change the details of a quote; zip code, gender, date of 

birth and effective date.  This feature allow you to make mutliple quote all on the convenience of one screen.  

 

Multiple Product Quotes: 

MyEnroller allows you to quote one product or multiple products, all at the same time, by giving you an individual 

premium for each product and totaling the premiums for you.  
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Household Discount: 

Medico offers a Household Discount on a number of products.  To select the Household Discount, click on the 

Household Discount toggle button.  The premium, including the household discount, will appear on the product line. 

 

Payment Mode: 

 You can select the Payment Mode; Monthly, Quarterly, Semi-Annual or Annual.  Note: if quoting multiple products, you 

have the option to select different premium modes by product. 
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Payment Method: 

You can select the Payment Method.  Note: the Credit Card/Debit Card Payment Method is not available for all products. 

If quoting multiple products, you have the option to select different payment method by product. 

 

 

Email and Print Quote Option: 

With MyEnroller, you have the option to Email or Print a Quote for the applicant.  By selecting Email Quote, an Email 

Quote box will appear.  To send the Email, you need to enter the applicant’s email address within the Policy Information 

section at the beginning of generating a quote. Enter in the applicant’s First Name, Last Name, Email Address, and you 

can even send a personalized message to the applicant from within the Email Message box.  The email will come from 

your email address that Medico has within our system. 
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Email Quote Option: 

You have the ability to email the quote to the applicant by entering their first name, last name, and the applicant’s email 

address.  Select the Send Quote button and the email will be sent. 

 

 

Print Quote Option: 

You have the ability to print the quote for the applicant by entering their first name and last name.  Select the View PDF 

button.  A copy of the quote will appear in a pdf format, which you can print 
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Sample of Email and Copy of Quote: 

                                                 Sample of Email     Sample of Printed Copy of Quote 

  

 

At this point, if you want to continue and begin an enrollment, click on the Next Button. 
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Taking an Application with MyEnroller: 

In this step-by-step process, we will give you an example of completing an Underwritten Medicare Supplement 

application. The process is very similar for all of  our Medico products that are available on MyEnroller. 

Complete the “Eligible for Preferred Rate” Screen 

 Throughout the application process, the only questions that need to be answered will be highlighted in Pink – a  

timesaver that ensures accuracy. 

 

Household Discount: 
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Completing the General Information Screens: 

Fill in the applicant’s First Name, Last Name, Home Address, City, Phone Number, Best Time to Call, and Social Security 

Number.  

REPRESENTATIVE NOTE: Required fields have a pink or green background.  This information is required for the 

quote.  Other information required for the application may not be necessary here, but will be required on future 

screens. 

 

Guaranteed Acceptance: 

Complete the Guaranteed Acceptance Screen.  If the applicant is not eligible for Guaranteed Acceptance/Open 

Enrollment, the questions with be greyed out and you can proceed to the next screen. 
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Insurance Information: Part 1 

If the applicant has to be underwritten, all of the questions will be greyed out and you will not need to ask the 

questions. 

 

 

Insurance Information: Part 2 

Complete this screen if the applicant is going to be replacing an existing Medicare Supplement policy.  If they will be 

replacing an existing Medicare Supplement, select “Yes,” enter the Company name, Plan Type, and answer the question 

whether you intend to replace your existing Medicare Supplement. 
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Insurance Information: (Special Enrollment Period) Part 3 

Complete the Required Question “If the applicant had coverage under any other health insurance within the past 63 

days”.  If “No,” continue to the next page. 

 

 

Notice to Applicant Regarding Replacement: 

If the applicant currently has a Medicare Supplement, or Medicare Advantage Plan, and is replacing it with a Medico 

Medicare Supplement, complete this screen 
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Medical Information:  

Complete the Medical Information sections of the application. If any of the questions are answered “Yes,”  the applicant 

is not eligible for coverage. 

 

Medications: 

List all Medications taken within the last 12 months (if none, check none).  Medico has included quick find.  Just use the 

keyboard and begin typing the medication name and a listing of prescriptions will appear, then  you can select the 

correct one. 
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Payment Summary: 

The Payment Summary is a review of the Plan Type, Selected, Premium, Premium Mode, and Payment Method. 

 

Application Agreement: 

Check one of the following under the “A Guide to Health Insruance for People With Medicare”.  Also, select Policy 

Delivery Options: Applicant or Producer. 
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Application Review: 

Now you have the opportunity to review the application and all ancillary forms.  All of the forms have been filled in with 

the required information and you will notice that the filled in sections are in blue 

 

Signature Options: 

Please select which option the Applicant will use to sign the enrollment: Electronic Signature, Paper Application or Voice 

Authorization. 
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Electronic Signature: 

MyEnroller allows you to capture the client’s signature electronically: 

 Applicant is present 

 Applicant is not present 

 

Electronic Signature Applicant is Present: 

The “Electronic Signature with Applicant Present” is a simple and ideal option if you are completing the application 

process face-to-face with the applicant.  The applicant must be present.  The applicant signs by typing in Date of Birth, 

Home Telephone Number, the Date, City and State.  Not connected to a WiFi?  Finish all screens and click the “Complete 

Case” Button.  When you return to your office or home, and are connected to WiFi, open MyEnroller software and sync 

the submissions. 
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Electronic Signature Applicant is Not Present: 

If you like the Electronic Signature option, but you are not completing the application face-to-face with the applicant, 

you may opt for: “Electronic Signature without Applicant Present”.  You will complete the application process, which 

requires the applicant’s email address.  We will send an email with a link to the applicant.  The email will instruct the 

applicant to click on the link, review the application and all attached forms, and provide an electronic signature.  To 

ensure that this process works smoothly, you must provide the applicant’s accurate: email address, date of birth, and 

last four digits of their SSN.  

Once you complete the submission, you will not be able to correct this information until the case is reviewed by the 

Home Office.  The application and all forms are submitted to the Home Office as soon as the applicant electronically 

signs!  We will send reminder emails to the applicant at periodic intervals for up to 29 days.  You will receive copies as 

well – omitting the link.  The reminder emails will continue until the applicant has completed the electronic signature 

process. 
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Applicant’s Email: 

Below,  is a copy of the email that the applicant will receive.  The applicant will click on the link to access the electronic 

signature process. 

 

Applicant’s Verify Their Identity: 

Once the applicant clicks on the link within the email, the below window will appear on their Internet browser.  The 

applicant will need to verify their identity by entering their date of birth and Home Phone Number.  The applicant will 

click on Login. 
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Application Review Page: 

The applicant will have the opportunity to review the completed application prior to completing the signature portion of 

the application process. 

 

Sign Application Page: 

The applicant will click on the Sign Application tab.  They will be presented with the Notice, Check List, and Enter 

Signature boxes.  The applicant will select either“Yes” or “No” to the following statement: “I, Applicant, agree that I have 

received the above forms and I agree to be bound to the terms and conditions of these forms.” 
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Sign Application Page: 

If the applicant selects “Yes,” they will need to enter in their Date of Birth, Dated at City and State, and Home Phone 

Number.  Click on the Next button. 

 

Application Signed: 

Thank you for applying.  Your application has been submitted. 
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Paper Application: 

Instead of submitting electronically to the home office, you can print the completed application, and all attached forms, 

and mail/fax the paperwork to the home office.  Your agent signature will already display an eletronic signature.  

Applicant signature and dated fields will display blank.  You must collect these from the applicant before mailing/faxing 

the applicantion and forms to the home office for data entry.  If your client opts for a direct bill mode of payment, you 

need to iInclude a full initial premium with the application,  

When the “print” signature option is selected, the application will be available to print for up to 7 days.  The print icon 

will be removed on the earlier of the following two occurances: the day after you print the application, or 8 days after 

you have completed the application. 

 

Paper Application: 

Please print the entire application at the end of the application process by clicking on the “View Application PDF” 

button. Collect the applicant’s signature and mail/fax the completed application (including the payment information). 
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Voice Authorization: 

On your behalf, Medico will call out to the applicant and  capture the applicant’s Voice Authorization.  The Voice 

Authorization is only available for Open Enrollment and Underwritten Medicare Supplment plans, Short Term Recovery 

Care and our Lump Sum Cancer plan. 

The Voice Authorization is NOT AVAILABLE  for the Dental, Vision & Hearing, Guaranteed Issue Medicare Supplement 

plans or the Hospital Indemnity products 

 

 

Voice Authorization: 

An underwriter from the Home office will complete a voice authorization with the applicant.  Please prepare your client 

for a call from the underwritting staff.  Prepare the applicant to discuss the term “voice authorization”.  Applicants are 

sometimes confused with this call.  A voice authorization takes 5-10 minutes for one applicant.  To ensure expeditious 

handling, prompt your client to return our call. 
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Split Commissions: 

Medico allows  the option to split commissions with another agent, if so desired. 

 

 

If Split Commission is selected, please enter the following information: 

 Agent Names, Agent Medico Writing Numbers, Commission percentage split 

 Note: Commission percentage split MUST equal 100% 
 

 

Producer Certification: 

Certify that “I certify the information in this application was provided by the applicant and correctly recorded.  I have no 

information to add that could affect the acceptance or rejection of the risk” 
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Email Copy of Application: 

You have the option to email the client a copy of the application. If you would like to emai the client a copy, please 

checkmark “I would like to email the client a copy of their application” 

The copy of the application will be a PDF format.  Enter PDF Password;  The password must be 10 carraters in length 

Note: The password will be used by the client to open the email PDF.  We do not store this information, so please be 

sure that the password is given to the client. 

 

Copy of E-mail: 

 



35 
For Agent Use Only; Not For Consumer Solicitation 

Medico® is a registered trademark owned and licensed by Medico® Insurance Company  
MyEnroller® is a registered trademark owned and licensed by the Entrecor Group Inc. © Copyright 2015 Medico® Insurance Company 

Bank Draft Information: 

 Select Only the Coverage Applied for Today or All Coverage (New or Existing).  Fill in the First Name and Last 

Name, Bank or Financial Institution Name, Routing Number and Account Number, Checking or Saving Account 

 

Credit/Debit Card Information: 

 Select Only the Coverage Applied for Today or All Coverage (New or Existing). Fill in the Credit Card: Master 

Card or Visa, Credit or Debit Card, Card Number, Expiration Date and CVV #, Applicant’s Contact Information 

and Authorization Yes or No 
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Complete Case: 

At this time, the applicaton is ready to be completed.  Click the “Complete Case” Button to finalize the application 

process.  Once the Case has been submitted, no changes can be made to the application.  

 

Synchronizing with Home Office: 

AFter the Complete Case button is clicked, the application will sync with the home office and be sent directly to our 

Underwriting Department to be processed.   
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Thank You for using MyEnroller: 

 

Congratulations!  You’ve submitted an application on MyEnroller! 
 
We are VERY excited that you’ve chosen to use the MyEnroller!  This was designed to help you increase your sales 
by giving you access to faster quoting tools, easier application submission, and a convenient way to work “On the 
GO!” 
 
 
1.  Completing the sale is the most important part of the appointment.  Technology is a great tool, but as we have all 
experienced, an ill-timed error can be very frustrating.  If there are any technical errors with your MyEnroller that 
force you to quit using it in the middle of an appointment, make sure you have a paper application handy. 
 
2.  If you have questions or issues, contact Agent Services  at 1-800-547-2401 (option 3).  They can help with any 
software questions.  If there are issues with the MyEnroller itself, they will set up a ticket with the Help Desk, who will 
call you back to troubleshoot. 

 
 

Thank you and we look forward to earning your business! 
 

 

 


