
How to Manage COBRA Enrollment Opportunities 
 

Employer Initiated COBRA Enrollment Opportunity 

 

1. From the broker dashboard, select the employer you want to work with. Click on 

Manage. 

 

 
 

 

 

 

 



 

2. From the employer’s roster, select the employee for whom you wish to initiate a COBRA 

enrollment opportunity. Delete the employee from the roster by clicking Delete under 

Actions. 

Please note: An enrolled employee must first be deleted from the roster before being 

eligible to enroll in COBRA. 

 

 
 



3. Select “Yes”, a reason for removing employee, a date of removal, and click on Continue. 

Please note: only the following reasons will trigger a COBRA enrollment opportunity for 

the enrolled employee: 

 Employee(s) are no longer full-time 

 Employment Terminated 

 Death 

 Retirement 

 Employee(s) receive Medicare 

 

 
 

4. On the roster, you will see the employee is listed under “Deleted Employees”. 

Please note: Employee will remain on the Plans tab until coverage termination date has 

passed. 

 

 



5. AFTER the coverage termination date has passed, the previously enrolled employee will 

display under the Cobra tab, on the “Manage Cobra” screen with a Cobra Effective Date. 

Click on Enroll to send a COBRA enrollment opportunity to the employee. 

 

Please note: An employee/dependent will not be allowed to elect COBRA coverage after 

the 75 day enrollment period. The employee’s COBRA coverage will be backdated to the 

date of coverage termination (there will be no gap in coverage). By clicking the Enroll 

button from this screen, the employer or broker is making COBRA available to the 

employee, who still must enroll in COBRA through their account or by proxy 

(broker or employer). 
 

 
 

6. Once you have clicked on Enroll from the “Manage Cobra” screen, you will see that the 

Enroll button changes to a Terminate button (see step # 19). From this screen you can 

also “Add a Cobra Beneficiary”. This situation occurs when a spouse or dependent of a 

previously enrolled employee is eligible for COBRA because of the former employee’s 

death, retirement or enrollment into Medicare (see step #10). 

 

 
 

 



 

 

7. To complete the employee’s COBRA election: From the Employee dashboard, click on 

Enroll in Cobra. 

Please note: Employee with access to their account can enroll in Cobra. A broker can also 

enroll employee from broker dashboard and employer can enroll employee from the 

employer roster. 

 

 
 

 



 

 

8. Moving through the enrollment application, the employee will be able to select the same 

plan as his or her previous enrollment, and may move down in enrollment tiers originally 

selected (move from “employee + family” to “employee” only) but may not select a tier 

that is greater than the previous enrollment. When all selections are in the Shopping Cart, 

click Next. 

 

 
 

 

 

 

 

 



 

9. Sign the employee agreement to complete enrollment and you will see the following 

confirmation. 

 

 
 

Employee Initiated Enrollment into COBRA 

 

10. An employee may initiate a change in circumstance that triggers a COBRA enrollment 

opportunity for their spouse or dependent (COBRA beneficiary). A broker or employer 

can make this change for an employee who does not have access to their account. From 

the employee dashboard, go to the Changes in Circumstances tab and select “Type of 

Change” (i.e. “Divorce” or “Dependent Status Change”), “Date of Occurrence”, and click 

Add. 

 

 



 

 

11. The reported change in circumstance will now display below the Add button. To 

complete this action, click on Report Changes. 
 

 
 

 

 

 

 

 

 

 

 

 

 



 

12. The system will take you into the original application. As you move through the “Edit 

Household” portion of the online application, you can remove a spouse or child as 

applicable. Click on Next. 

 

 
 

 



 

13. Select a new tier of coverage for employee now applicable since removal of 

spouse/dependent. When final plan selections are in the Shopping Cart, click Next. 

Please note: Employee agreement must be signed, and a confirmation message will 

display, indicating that enrollment is complete. If the spouse or dependent removed 

from this enrollment wishes to elect COBRA, the employer or broker must add this 

COBRA beneficiary from the employer account. 
 

 

 
 

 

 

 

 

 



Adding a COBRA Beneficiary 

 

14. If a previously enrolled spouse or dependent wishes to enroll in COBRA, the broker or 

employer must go to the employer account and, from the Cobra tab, click on Add Cobra 

Beneficiary. 

 

 
 

15. A pop up will display, requiring the beneficiary’s First and Last Name, Date of Birth, and 

Social Security Number. Click on Find Cobra Beneficiary. 

 

 
 

 



16. If the beneficiary is found, the system will display the message, “Found the dependent”. 

The broker or employer will then need to add some additional information by scrolling 

down through the pop up window. Add dependent contact information such as address, 

phone number, and email. Click on Save Changes. 

 

 
 

17. The COBRA beneficiary will now display on the Manage Cobra screen with an Enroll 

button (as long as the termination date has passed). Employer or broker can click Enroll 

and the button will change to terminate. This will send a notice to the beneficiary 

regarding a COBRA enrollment opportunity and including a participation code that can 

be used to access their account. 

Please note: By clicking the Enroll button from this screen, the employer or broker 

is making COBRA available to the beneficiary, who still must enroll in COBRA 

through their account or by proxy (broker or employer). 

 

 



18. To enroll the beneficiary into COBRA from the broker dashboard, find the beneficiary 

under the Employee tab and click on Enroll. Beneficiary should also show up on the 

employer roster and can be enrolled from there. If the beneficiary has created an account, 

he or she may enroll themselves from their account. The application must be completed 

by confirming the beneficiary’s DOB and SSN and enrolling into the same plan as the 

previous enrollment, moving down to the appropriate tier of coverage (i.e. Employee 

Only). 

 

 
 

 

 

 

 

 



How to Terminate a COBRA Enrollment 

 

19. The Terminate button will be used if the employee or beneficiary no longer wishes to 

participate in COBRA or fails to make payment for the COBRA benefit. From the 

“Manage Cobra” screen, find the former employee or beneficiary and click Terminate. 

 

 
 

20. The following choices will appear in a pop up window. Broker/employer should select 

the appropriate reason for the termination and click Terminate. Coverage will terminate 

at the end of the month in which the termination is reported. Once terminated from 

COBRA coverage, the enrollee’s name will disappear from the “Manage Cobra” screen. 

 

 


