
 
 
 

So, you’ve received an email from Take Command and you’re  
wondering, now what? Don’t worry! We’re here to walk you  
through this process step by step!  

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Need help? On the bottom right corner of each screen, you’ll see a screen 

help icon. Our chat team is available to answer your questions via chat. 
 
You can also call (214) 866-7757.  
 
 
 
Remember, we’re here to help! takecommandhealth.com 

Click on the purple Log In button in your email and follow 
the enrollment steps. We have designed our shopping 
experience to be user-friendly but if you need help, you can 
schedule a call with one of our Enrollment Navigators. You 
can do that by clicking on the link in the email or calling 
(214) 866-7757. 

Next, we’ll ask you to review your plan documents. Acknowledge and continue.  
 
You’ll then fill out some personal information including address and dependent info.  
 
Let’s shop! You can sort by premium, search for doctors and prescriptions, and compare 
plans side by side to find the one that’s best for you and your family. If you are feeling 
overwhelmed, please reach out to us! We’re here to help!  
 
Once you’ve settled on a plan, you’re ready to enroll! Click ‘Choose Plan’ and complete 
the enrollment process.  can expect your insurance card in the mail!   
  

1 
After you log in to your portal, you’ll 
be prompted to update your date of 
birth. Your age will determine your 
reimbursement amount. 
 
Click Continue to see your allowance.  
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Types of Networks
Tip: Find the most affordable 

network with your doctors.

PPO
Preferred Provider 

Organization

EPO
Exclusive Provider 

Organization

POS
Point-of-Service

HMO
Health Maintenance 

Organization

Primary Care Physician (PCP) 
required

NO SOMETIMES YES YES

Referral required to see a 
specialist

NO NO SOMETIMES YES

“In-network” benefits YES YES YES YES

Non-emergency 
“out-of-network” benefits

YES NO YES NO

Emergency coverage YES YES YES YES

What You Pay Description Example

PREMIUM The monthly cost of the plan $200 a month

COPAY A fixed amount for care $25 for a doctor visit

 DEDUCTIBLE
For things without a copay, 
you have to pay this amount 
first before insurance pays

If your plan has a 
$1,000 deductible, you’ll 
pay the first $1,000 
each year

COINSURANCE
The percentage you pay 
after the deductible

If your bill after your de-
ductible is $100 & your 
coinsurance is 20%, you 
pay $20

  MAX-OUT 
OF-POCKET

The most you’ll pay in one 
year. After you reach this 
amount, insurance pays 
everything

If your annual max is 
$1,000 and you get a 
bill for $1M, you pay 
$1,000 & nothing more

Health Insurance 101
An overview of the terms you will see while shopping

What Your Plan Costs What Your Plan Covers

HDHP 
A High Deductible Health Plan offers lower premiums but has a higher 
deductible. They are a great way to save money if you’re relatively 
healthy and protect yourself from serious injuries & illnesses.

HSA 
A Health Savings Account is a bank account that allows 
users to pay medical bills tax-free. HSAs only work with 
HDHPs.

Other Plan Features

      Most Flexible                Most Affordable

NO COST PREVENTATIVE CARE
Things like annual OBGYN visits, 

screening tests & immunizations are 
covered at no costs to you.

FORMULARY
A list of prescription drugs your health 

plan covers & their cost to you.

What Doctors are Included

Most insurance plans have a specific group of doctors you can see called a Provider Network. There are 4 major network types. 
Understanding the network type & making sure your doctor is “in network” are important for saving money.

PROVIDER NETWORK



Benefits For Employees:

Benefits For Employers:

Why ICHRA?

The New Individual Coverage HRA.

There’s a new way to do health insurance.

An “Individual Coverage Health Reimbursement Arrangement” (ICHRA) is a new kind of HRA 

that enables employers of any size to reimburse their employees tax-free for health insurance 

premiums and medical expenses. Employers set an allowance and employees choose the plan 

that fits their needs.

All About

What is ICHRA?

Unlike group insurance, ICHRA provides employees the freedom to choose 

from multiple options provided by various carriers.

We are a leading end-to-end ICHRA platform. 

WeNve set up thousands of employers so you can 

lean on us as you explore this fresh approach to 

health insurance. 

Why Take Command?

Learn more at 

www.takecommandhealth.com

Expert Consultants for customizing program 

design

Online shopping & licensed team for health 

insurance enrollment

Software platform and world-class service for 

easy administration

Legal documents, reporting & expertise for 

compliance ease

Costs Control: 

Remove Risk:

Participation:

Compliant:

Savings: 

Set your ãudget & cap spen
d

 No more carrier renewal
s

 No minimum requirement
s

 Satisfies employer mandat
e

Keep unclaimed reimãursements

C7oice:

Porta=ilit:: 

Control:

 Picé the health plan to meet need
s

Keep their health insuranc
e

 Secure the right level of coverage

Group Plan

ICHRA
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If you are enrolling/enrolled in AutoPay (payroll deduction) with Take Command 
If you are currently enrolled, or consider enrolling in a medical plan using the Take Command portal offered by 
HouseWorks/Care and Help Home Care, you have AutoPay where we, as your company, pays your premium directly to 
the insurance carrier.  However, when you have a premium higher than your allowance, your portion is deducted from 
your paycheck.  In other words, you are paying the premium through a weekly payroll deduction.   
 
Here’s why you are receiving this notice. 
Instead of traditional group-plan coverage, you are an individual policy holder of your medical plan.  Therefore, you are 
going to receive notices via email / mail from your medical insurance carrier.  Some of these notices may be billing 
information or a request for payment, even though you are enrolled in AutoPay.   
 
These communications are auto generated by most of the national insurance carriers, and it is not something that Take 
Command or HouseWorks/C&H can control.  
 
If you get routine billing emails 
While we are not advising you to ignore any emails from your medical insurance, you can disregard routine billing emails 
and invoices because you have AutoPay.  Take Command has confirmed this with all the medical carriers that are on their 
portal.  However, if you are still concerned, you can always check your member portals or reach out to the Take 
Command Support team.  For routine bills you SHOULD NOT make payments with personal banking information.  
  
If you get non-routine billing emails 
If you ever see something out of the ordinary like a cancellation notice or something saying your account is at risk, you 
should contact your medical carrier and your Take Command support team for verification if action is required.  
 
Summary - As an AutoPay Client 
 

TYPE OF BILLING EMAIL SHOULD YOU PAY WHAT YOU SHOULD DO NEXT 
Routine request for payment NO – your payment is deducted from Payroll Disregard 

 

Cancellation Notice NOT until you speak with your medical 
provider or Take Command. 

First contact your Medical Carrier and 
Take Command Team 
 

Account at Risk NOT until you speak with your medical 
provider or Take Command. 

First contact your Medical Carrier and 
Take Command Team 
 

 
Again, please contact your Take Command Team or the benefits team with any questions.  Thank you.  
 
Take Command – www.takecommandhealth.com/contact-us 214-866-7757 
Benefits Team – benefits@house-works.com   617-831-4627 
 
 



          
 
You are eligible for the autopay option with Take Command, our ICHRA provider.  Autopay allows you to 
have pre-tax deductions taken from your paycheck to pay for your individual medical plan.  As such, we 
want to be sure that you are getting the most out of this feature.   
 
You may enroll in a plan that is considered a ‘two-step’ carrier.  What this means is that this particular 
medical carrier requires an extra step to accept the Autopay feature offered to you.  Please find the steps 
below.  If you haven’t completed or enabled them yet, it’s important to do so ASAP to get the full 
benefit of Autopay.   
 
Feel free to contact Take Command directly and they can walk you through this process step-by-step.  A 
Benefits team member can also assist but we do not have access to your account with IBX for privacy 
reasons.  All contact information is also below. 
 
It’s important to note that Autopay is sometimes referred to as binder payment or enabling recurring 
payments. 
 

If you have not set up your Autopay option: 
• Log into your member portal on the Independence Blue Cross website and locate payment 

settings. 
 

• If you have never logged in before, you will need to create a login if you are a new member.  You 
can contact IBX if you need help with this.  Their contact information will be available on their 
page that you are directed to. Contact the insurance company if you need help. 

 
If you haven't enabled Autopay (or don't remember if you did) 
If your initial binder payment is paid (by you or Take Command) but you are unsure if you enabled your 
Autopay (recurring payments), please log into your insurance carrier's member portal and make sure 
those are enabled/turned on to make sure monthly payments aren't missed and your coverage isn't put 
at risk. 
 
Here’s where you can find your AutoPay payment details from Take Command in order to 
make your premium payments. 
 

1. Log into your Take Command portal.  Payment details are viewed by clicking Settings on the left 
side of screen, then Payment Information. 

 

2. Copy the payment details and enter them on your insurance company's site.  
a. Clicking the document icon allows you to copy the information. 
b.  Clicking the eye icon will show you the digits.  
c. Protect this information. It is only authorized to make your premium payment. 

3. If requested, list your name as bank account owner. The account is checking, and the bank name 
is "Blue Ridge Bank". 

 
It will look something like this: 
 



 
 
If you have already completed these steps, you my disregard this message. 
 
If you have questions or need help, please reach out to the Take Command Support team at: 
 

• Phone: (214)-866-7757. 
• support@takecommandhealth.com 

 
or contact the benefits team at benefits@house-works.com or 617-831-4627.  Thank you!! 
 



 
   

       
   

Accompanies ICHRA Adoption Agreement 
 

No changes are required or permissible to the Individual Coverage Health Reimbursement 
Arrangement (ICHRA) Basic Plan Document. The Basic Plan Document is not to be executed. The 
Employer’s adoption of the Adoption Agreement incorporates all the provisions of the Basic Plan 
Document. 
 



 
   



 
   

 
 



 
   

 

 



 
   



 
   

 

3.1 Eligibility to Participate 

 

 



 
   

 

 



 
   

 

 

 

 

 

 



 
   

 

 

 
 

 

 




