
Broker Client View (BCV) is Medica’s book of business dashboard. BCV features intuitive navigation in a secure 

environment with powerful data-driven functionality. This self-service tool offers opportunities for agents to 

support their Medica members and to grow and retain clients.

BCV displays Medicare and Individual & Family Business. Medicare enrollment receipts and enrollment issues can 

be accessed in the Broker Portal, under Lead and Member Management.

Accessing Broker Client View

STEP 1 Open a web browser and access the Medica Broker Portal by going to medica.com/Brokers.

STEP 2 Click on Broker Client View.

STEP 3 Your Broker Client View dashboard will display.

The Medica Marketing Hub offers a variety customizable direct mail options, such as postcards, letters, and flyers. 
This guide provides best practices for ordering materials. When clicking on a customizable mailing 
product, follow the steps below to begin placing your order.

Uploading a list 

Customizable mailings through the Marketing Hub require the uploading of a mailing list. If you would like to order 
postcards with your personalized contact information, but without uploading a list for a mailing, please use the 
“Not Addressed/Blanks”’ version of the postcard you would like to order. Note: Letters do not have the 
“Not Addressed/Blanks” ordering option. 

Click here and the Template 
Fields pop-up window will 
appear as shown in Step 2
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It is recommended to use the default .CSV file. This ensures that the fields are included and mapped 
correctly when uploading the spreadsheet.

ORDERING A CUSTOMIZABLE MAILING FROM THE MEDICA MARKETING HUB

1.



If you already have your mailing list in an Excel spreadsheet, you can copy your data from your 
spreadsheet into the appropriate columns of the downloaded spreadsheet or make sure that 
your field headers match the downloaded spreadsheet.

Select the type of file that you are using by clicking “Browse,” select your file and upload.
Note: Once you have uploaded a mailing list, it will be saved into the “Existing File” drop-down where 
you can use the list for future mailings. The last 5 lists uploaded will be saved into the drop-down.

The pop-up window shows a list of the fields that are needed for the mailing.
Click on Export as .CSV (circled) to download an Excel spreadsheet with the field headers needed. 
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Once, your list is uploaded, the next screen below will appear. Make sure that your fields are 
mapped correctly in the list shown and click Continue.

The customizable form will then appear. Enter your name and contact information into the fields provided. 
Note: Any fields with an asterisk are required. Here, you also have the ability to upload a headshot photo if 

you would like. Then, click the green proofing button (circled). 

Customizing, proofing and completing the order

Once the online proof appears in the window, you can click the expand button (circled), which will open a 
pop-up window with a larger view for you to proof your postcard. After you’ve reviewed your online proof, 

click the “X” in the upper right hand corner of the window to close out of it.

Online proof expanded view.
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John Smith
123 Main St.
Anywhere, US 12345
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If you approve the online proof that you’ve reviewed, scroll to the bottom of the screen click the 
“Approved” checkbox and Add to Cart. You will see that the number of records, postage and printing 
costs are shown here. Note: All mailings ordered through the Marketing Hub are First Class Mail.

Fill out the appropriate billing and shipping information to complete the order.
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Have a question? 
Contact Graber & Associates at 1-800-669-3959 or visit our agent portal at graberassoc.com

SECTION DESCRIPTION
Download Use the Download function to download full Medica book of business membership data to an Excel 

spreadsheet. Options include downloading data with filters applied and the ability to Download All (with-
out filters). Additional member data fields appear in the downloaded book of business report.

Reports
Use the Broker Client View Reports to increase retention and to help your clients transition to their next phase of health 

insurance needs.

SECTION DESCRIPTION
Age-In: Medicare Prospects Displays list of Individual & Family Business clients who are age 64.5.

Age-Out: Individual & Family Prospects Displays list of Individual & Family Business dependents who are approaching age 26.
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