
How Offer COBRA & Enroll Terminated Employee’s  
 

Employer/Broker Initiated COBRA Offer for a Terminated Employee 
 

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

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



2. On the Employer’s Eligibility Landing Page, click the Access Legacy Account link 
under the SHOP Navigation section.  This allows Brokers to go to the Overview 
screen of the Employer’s Legacy Account.   
 

 
 
 
 
 
 
 
 
 
 
 



3. From the employer’s Roster, select the employee for whom you wish to initiate a 
COBRA enrollment opportunity. To delete the employee from the roster, click the 
Terminate button under Actions.  (There will be a Delete button for employees who 
are not enrolled – they will not be eligible for COBRA coverage.) 
 
Please note: An enrolled employee must first be terminated from the roster before 
they’re eligible to enroll in COBRA.  Once the termination date has passed, the 
COBRA opportunity will appear. 

 

 
 
 
 
 
 
 
 
 



4. 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 
 

 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

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

 
 

AFTER the coverage termination date has passed, the Offer COBRA button will 
appear.  It will be present for that specific employee for 60 days.   
 
Example:  The screen shot above displays a Termination Date of 12/31/18.  The 
Offer CORBA button will not appear until 1/1/19. 
 
By clicking the Offer COBRA 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, call canter or employer). 

 
 Other buttons that display for deleted/terminated Employees: 

• Reinstate – This button will appear for 30 days after the termination date.  
This allows the Employer/Broker to Reinstate the employee back to their 
original coverage without a gap in coverage. 

• Move Back to Roster – This button will appear for the employee through the 
plan year.  This allows the Employer/Broker to give the employee a new 
coverage offer by first selecting a new Hire Date.  They should then be put 
into a class and given an offer of coverage.  The employee will enroll with a 
new plan year, can enroll in a new plan and will have a new deductible and 
co-pays (if applicable from the plan) 

• Remove from Roster – This button will permanently delete the employee 
from the Roster.  This should only be used in specific instances such as 
mistakenly adding an employee twice or adding them with incorrect 
information that cannot be corrected after an offer is made (i.e. SSN, Name 
misspelling) and must be completed prior to the employee’s initial 
enrollment.  Once completed, the employee can be re-added to the Roster 
with the correct information if needed. 



6. Once the Offer COBRA button is clicked, the terminated employee will return to 
the Roster with a status of COBRA Beneficiary. Once returned to the Roster, the 
employee is given the same participation code.  They will have a delete button, to 
delete the offer or COBRA coverage as needed.  The Enroll button will display for 
the Employer/Broker to enroll the employee into COBRA.  The Invite button will 
display IF the employee does not have a NYS Gov.ID to access their account.  The 
Invite button should only be utilized after the initial enrollment into a COBRA plan. 
 

 
 
 
 
 

 



7. As the Broker, you have the ability to enroll the employee into a COBRA plan from 
the Employer’s Roster or from the Broker Portal.  On the Employer Portal, click the 
Enroll button on the Roster to begin or, click the Return to Agent Portal button in 
the left hand navigation bar to go back to your Broker Portal. 
 

 
 

 
 
 
 

8. From the Broker Portal, select My Clients tab and then the Employee tab. Then 
select the Associated Agency and the Associated Employer.  Once both are 
selected, the Select Associated Employer Coverage pick list will appear.  Select the 
plan year to pull up the terminated employee that needs to be enrolled into 
COBRA.  The terminated employee will appear with an Enroll button and an Invite 
button and will now display in the COBRA_Internal Class. Click the Enroll button 
to begin enrolling the terminated employee into COBRA coverage. 

 
 

 



 

9.  After clicking the Enroll button from the 

Broker Portal (or from the Employer’s 

Roster), the terminated employee’s Account 

and Identity Information page appears.   

 

All required fields are marked with an 

asterisks (*) and must be completed.  You 

must have the employee’s personal 

information on hand to complete this screen.  

Personal information needed includes: 

 

• First Name 

• Last Name 

• Gender 

• Date of Birth 

• Social Security Number 

• Home Address 

• Mailing Address (if different) 

• Telephone Number(s) 

• Personal Email Address 

• Language Preferences 

 

Click Next. 

 

 

Note: If there are dependents enrolling into 

COBRA you may need their personal 

information for an upcoming screen. 

 

 

 
9.  After clicking the Enroll button from the 
Broker Portal (or from the Employer’s Roster), 
the terminated employee’s Account and 
Identity Information page appears.   
 
All required fields are marked with an asterisks 
(*) and must be completed.  You must have the 
employee’s personal information on hand to 
complete this screen.  Personal information 
needed includes: 
 

• First Name 

• Last Name 

• Gender 

• Date of Birth 

• Social Security Number 

• Home Address 

• Mailing Address (if different) 

• Telephone Number(s) 

• Personal Email Address 

• Language Preferences 
 
Click Next. 
 
 
Note: If there are dependents enrolling into 
COBRA you may need their personal 
information for an upcoming screen. 

 



10. Once the terminated employee’s information is entered, you’ll be brought to the 
Client Enrollments screen.  Any previous enrollments will display in yellow.  Click 
the blue Enroll button to continue choosing a plan for the COBRA enrollment. 
 

 

 
 

 
11. The next page to display is the My Employer screen which contains the Employer 

info, Employee Family Details, the ability to delete a dependent (cannot add a 
dependent to COBRA Coverage), Ethnicity and Race and Other Insurance 
Coverage sections.  Then the plan selection screens appear.  The existing plan 
should already be selected.  This can be changed by removing it from the Cart and 
then Adding a new Plan to the Cart. Then review the selected plan(s).  Any Health, 
Dental and Pediatric Dental plans chosen will appear on this screen along with the 
Members enrolled in each plan.  Once reviewed, click Next. 
 

 
 
 



12. Check the box that you have read the Agreement.  You may also download or print 
the agreement by clicking the associated buttons in the upper right-hand corner of 
the screen.  Click Next once complete. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



13.  The system will display a confirmation screen within the Employee’s portal.  This 
confirms the enrollment has been completed on the NYSOH website. Click the blue 
Return to Agent Portal button on the left side navigation menu. 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



14. The COBRA employee will display on the Search Employee screen of the Broker 
Dashboard.  Employees can be viewed by clicking the Employee tab within the My Clients 
tab, selecting the Associated Agency and Associated Employer.  Terminated employees 
that enroll in a COBRA offer will appear in the COBRA_Internal class.  Click the Manage 
button to access the employee account.  Click the Invite button to invite the employee to 
create credentials to access their account. 

 
 

 
 
 
Please Note: Premiums for COBRA coverage are paid directly to the employer by the 
terminated employee.  The COBRA enrollee will appear on the Employer’s monthly invoice 
and it is their responsibility to send the entire group’s payment to the NYSoH. If payment 
is not received, the Employer has the right to terminate the enrollee’s coverage back to 
the last month the premium was paid in full.   
 
For direction on how to offer a COBRA enrollment opportunity to a qualified dependent, 
please see the User Guide How to Offer COBRA to Eligible Dependents. 


