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User Name: ______________________________________________________________

Password: _______________________________________________________________

Thank you for selecting a Specialty Benefit Solutions (SBS) package through UnitedHealthcare 
Specialty Benefits .

This administration guide is merely a guide and does not take the place of your group contract . 
For specific legal guidelines and requirements, please refer to your group contract .

100-10686.indd   1 10/10/11   12:55 PM



1

Welcome to Online Member Maintenance (OMM), OBM’s online portal that allows you to perform most member 
transactions in the comfort of your own office with the click of a mouse. With OMM you can manage all member 
level additions/terminations/changes for all employer groups that you are attached to.

In the following pages, you will find instructions on how to perform member level changes using OMM. As always, if 
you have any questions please reach out to our OBM service team at 888-200-1154.

Welcome
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Accessing the Link for Online Member 
Maintenance (OMM)
Accessing OMM is simple. You can follow the steps below to access the OMM tool. 

Click on the Online Member Maintenance link to bring you to the log in page.
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Logging In

Please enter the user name and password that have been sent to you via email. 

Each time you log in you will need to agree to the Online Transaction Agreement by checking the I Agree box 
by clicking the I agree box and then clicking submit.

Online Transaction Agreement

 

The full online transaction agreement will appear only upon your 1st log in. This agreement states that you are 
authorized to make member level changes for the groups associated with you. It also states that the group is 
responsible to keep the original signed enrollment forms as documentation of any changes made within the 
OMM tool. In addition, it states that you are working on behalf of the group and the group will be legally 
bound to the changes that you make in this tool. Click “Continue” to enter the tool. . 
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My Account

After acknowledgement of the full Online Transaction Agreement, the My Account page will be presented. On 
this page, you will be able to change your password, and set two security questions. These questions will be used 
in the future should you forget your password.

With your first time to the My Account page, you will be required to change the password and answer security 
questions before you are able to move on.

The My Account page will be available to you at any time while logged into the OMM tool. You simply have 
to click on the My Account link at the top of each page and you will be brought to the My Account page. Your 
password and/or security questions can be changed at any time. Your user name cannot be changed.

When you make changes to your account page, click “Update My Account”. This will save your changes and bring 
you to the Group List page. If you click the “Cancel” button, you will be brought to the Group List page with no 
changes saved. 
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Group List

Upon entering the tool, you will see a list of all groups attached to your producer record. You have four options to 
search for your group. 

1.  Scroll down the list. The list will be sorted by status (Active, Terminated) then in alphabetical order by 
 group name.

2.  Use the Group Name Filter: Click on the 1st character of the group’s name. This will filter the list of groups 
to show only those that start with the character that you selected. 

3.  Policy Number Search: Enter the group’s policy number and click search. Only the policy number of the 
group that you entered will appear in the results. 

4.  Group Name Search: Enter the group’s name and click search. Only the groups with the name that you 
entered will appear in the results. You may also filter by entering the first few characters of the group name.

Please note that you also have the ability to sort the list by clicking on the column headers. For example, if you want 
to look for a group by effective date, you can click the underlined header, “Coverage Effective Date” and the groups 
will sort by that field.

Once you locate the group that you are looking for, click on the group name and you will be brought to the group’s 
member listing.

3
4

2

1
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Managing Members

On the top left of the group’s page you will see the group’s plan design information including, group number, 
group name, the plan the group is enrolled in, buy up options the group has purchased and the effective date 
of the group.

There are 5 administrative actions you can take from this page.

A. Print Member Listing
B. View Transaction History
C. Update OMM password as well as security questions using “My Account” 
D. Get the Group/Broker Service phone number and email address by clicking “Contact Us”
E. Log out of the OMM Tool.

On the bottom half of the screen you will see all of the group’s members listed and sorted by status and then 
alphabetically by last name. 

From this screen there are 8 member related actions you can take found in the “Action” column at the right of 
the member list or buttons above it. 

1. Add a new subscriber.
2. View an existing subscriber
3. Edit an existing subscriber
4. Add a dependent to an existing subscriber
5. Terminate an existing subscriber
6-8.  Edit, Terminate or View an existing dependent. (Click on the plus sign to the left of the subscriber’s 

name and the subscriber’s dependents will be listed directly below the subscriber’s name. Each 
dependent will have links to edit, view and term.) 

1 A

CB D E

Group
Info

6, 7, 8

4

5

3 2
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Adding a Subscriber

After clicking on the “Add Subscriber” button (shown on page 6, numbered 1), you will be brought to the Add 
Subscriber page. 

When adding a new subscriber you must fill out all required fields on the Add Subscriber page. An asterisk (*) next 
to the field name indicates a field is required. If there is no asterisk, the field is not required. 

 `  If you decide to cancel the transaction prior to clicking submit, click the “Cancel” button. This will bring you 
back to the group’s member listing page.

 ` To save the new subscriber, click the “Submit” button after all information has been entered. 
•	 This will save the new information and open a transaction confirmation page. 

 ` The Transaction Confirmation page will include the group’s information, a confirmation number, the 
subscriber’s name and ID, the type of transaction that was made as well as some additional member information.

You can print the transaction confirmation for your records. A copy will also be saved to the group’s transaction 
history which is available to you by clicking the “Transaction History” link on the group’s member listing page. 
(Transaction History noted on page 13)

Please note that all current business rules are built into this page to ensure that accurate enrollments are entered. For 
example, effective dates are always the 1st of the month, so the 1st is already populated in the coverage effective date 
field. All enrollments must be effective within 60 days of the date you are performing the transaction, they system 
will edit for this rule.
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Viewing Member

After clicking the “View” link in the action column (shown on page 6, numbered 2), you will be brought to a 
“View Subscriber” or “View Dependent” page. (To get a list of dependents with actions available, click on the 
plus sign next to the subscriber’s name. This will list all dependents under the subscriber.)

This page will allow you to review the subscriber’s or dependent’s information. Changes are not allowed on 
this page; it is for viewing only.

To return to the group’s member list click the “Cancel” button on the bottom of the page. 
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Editing Members

After clicking the “Edit” link in the action column for the member you wish to make edits to, the Edit Subscriber 
or Edit Dependent page will open based on whom you picked to edit. (To get a list of dependents with actions 
available, click on the plus sign next to the subscriber’s name. This will list all dependents under the subscriber.)

 `  You can make edits to your member’s name, address, phone number and email address or relationship to 
subscriber. 

 `  If there is a change that you would like to make that the system will not allow, please call group services at 
888-200-1154.

 `  If you would like to cancel the transaction prior to clicking submit, you can click the “Cancel” button. This will 
bring you back to the group’s member listing page.

 `  To save your changes, click the “Submit” button. 
 `  This will save the changes and open a transaction confirmation page. The Transaction Confirmation page will 
include the group’s information, a confirmation number, the member’s name and ID, the type of transaction 
that was made as well as some additional member information.

 `  You can print the transaction confirmation for your records. A copy will also be saved to the group’s 
transaction history which is available to you by clicking the “Transaction History” link on the group’s member 
listing page.
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Adding a Dependent

After clicking the “Add Dependent” link, the Add Dependent page will open. 

 `  You should first make sure that the subscriber listed is the subscriber that you want to add a  
dependent for. 

 `  After confirming that you are working on the correct subscriber record, enter all required fields for the 
dependent that you are adding (required fields are marked with an asterisk). 

 `  If you would like to cancel the transaction prior to clicking submit, you can click the “Cancel” button. 
This will bring you back to the group’s member listing page.

 `  To save your dependent, click the “Submit” button. 

 `  This will save the dependent information and open a transaction confirmation page. The Transaction 
Confirmation page will include the group’s information, a confirmation number, the new dependent’s 
name and ID, the type of transaction that was made as well as some additional member information.

 `  You can print the transaction confirmation for your records. A copy will also be saved to the group’s 
transaction history which is available to you by clicking the “Transaction History” link on the group’s 
member listing page.
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Terminating Members

After clicking the “Term” link in the action column for the member you wish to terminate (shown on page 6, 
numbered 5), the Term Subscriber or Term Dependent page will open based on whom you picked to terminate. (To 
get a list of dependents with actions available, click on the plus sign next to the subscriber’s name. This will list all 
dependents under the subscriber.)

 `  The only fields available for update in these screens are the termination month and year. Please note that all 
terminations are made on the last date of the month requested. All applicable business rules have been built 
into the system to ensure accurate terminations. 

 `  Terminating the subscriber will cause all active dependents under that subscriber to term for the same date as 
the subscriber.

 `  If you decide not to terminate the member before submitting it you can click the “Cancel” button. This will 
bring you back to the group’s member listing page.

 ` To terminate the member, click the “Submit” button. 

 `  This will terminate the member and open a transaction confirmation page. The Transaction Confirmation 
page will include the group’s information, a confirmation number, the terminated subscriber’s name and ID, 
the type of transaction that was made as well as some additional member information.

 `  You can print the transaction confirmation for your records. A copy will also be saved to the group’s 
transaction history which is available to you by clicking the “Transaction History” link on the group’s member 
listing page.
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Member Listings

This functionality allows you to obtain a listing of a group’s subscribers or subscribers and dependents 
(Members). After clicking on the “Print Member List” button you will be brought to the filter page. You will 
be asked to enter a filter date. Only the people active with the group policy on the filter date will appear in 
your listing. 
For example; Printing the Member list for a 4 life group with one member terminating as of 3/31/2011 and 
another 5 enrolling as of 5/1/2011 using 4/1/2011 as the filter date to run the listing. Only the members 
active on 4/1/2011 will be shown on the listing (3 subscribers and their dependents, if applicable).

There are two different listings that you can run.

1.  Subscriber List – This will show only the subscribers that are effective on the filter date entered.
2.  Member List – This will show all subscribers and dependents that are effective on the filter date 

entered.
Both listings will be opened in Adobe Acrobat and will show the name and effective date of all on the listing. 

The subscriber listing will show which tier each employee is subscribed in (Employee Only, Family, etc…). 
The member listing will show each dependent’s relationship to the subscriber. 

Both listings will show a total number of subscribers or members by tier and the overall total.

1 2
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Transaction History

With Online Member Maintenance, you will have the ability to track all changes made online with through 
Transaction History. This feature will display a running list of all transactions that took place in the tool and who 
performed the transaction (either broker or benefit administrator) in the “Administrator” column. The list will also 
contain links to the specific transaction confirmation pages for each transaction by clicking on the Confirmation 
Number. You also have the ability to print the list for your records by clicking the Print button.

Should you have any questions on the transactions that you are performing, or 
should the tool give you any issues, please call our Group Service Department at: 
1-888-200-1154.
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UnitedHealthcare Dental coverage provided by or through UnitedHealthcare Insurance Company or its affiliates . Administrative services provided by Dental Benefit Providers, Inc ., 
Dental Benefit Administrative Services (CA only), United HealthCare Services, Inc . or their affiliates . 

UnitedHealthcare Vision® coverage provided by or through UnitedHealthcare Insurance Company or its affiliates . Administrative services provided by Spectera, Inc ., United 
HealthCare Services, Inc . or their affiliates . 

UnitedHealthcare Life and Disability products are provided by UnitedHealthcare Insurance Company and Unimerica Insurance Company; Unimerica Life Insurance Company of 
New York (NYC); and in California, Unimerica Life Insurance Company . 

Specialty Benefit Solutions packages are not available in all states and state-specific requirements may cause limitations or variations to the plans . 
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