
How to Offer COBRA to Eligible Dependents 
 

Offering COBRA to a dependent is generally the result of a Change in Circumstance for 
the employee.  Change in Circumstance reasons that would result in a dependent 
receiving a COBRA enrollment opportunity include: 
 

• Divorce 

• Retirement 

• Death 

• Medicare 
 
A dependent of an employee may also be eligible for COBRA if they age off their parent’s 
policy at age 26 or 30, depending on the plan and the Riders offered by the Employer.  
When a dependent age’s off the NYSoH system, the termination is done automatically for 
the end of the month which the dependent reaches their age-off birthday.  They are also 
notified by the NYSoH 45 days prior to the event.  Once the dependent is officially off the 
coverage, they can be searched beginning with step # 13.  
 
 In cases of Retirement, Death and Employee receipt of Medicare, the employee would be 
terminated from the Employer’s Roster.  See the “How to Delete an Employee from the 
Roster” User Guide for further information on deleting or terminating an existing 
employee.  Once complete, begin with step #13 in this User Guide to offer COBRA 
Coverage to an eligible dependent.  Otherwise, follow the steps below to complete the 
Change in Circumstance and send an offer of COBRA coverage to qualified dependents. 
 
Please Note: As with terminated employee’s, premiums for COBRA coverage are paid 
directly to the employer.  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.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



1. From the Broker Dashboard, find the employee that needs to complete a Change in 
Circumstance.  To do this, click on the My Clients tab then the Employee tab.  Then, 
select the Associated Agency, the Associated Employer and the Associated 
Employer Coverage.  A list of all Employee’s belonging to the selected employer 
group will appear.  Click the Manage button of the employee who needs to record a 
Change in Circumstance.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



2. On the Overview screen in the Employee portal, click the Report Change in 
Circumstance tab on the left-hand navigation panel. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



3. On the Report Change in Circumstance screen, select the Type of Change from 
the drop-down menu.  Using the calendar icon, select the Date of Occurrence.  In 
most instances, insurance will carry to the end of the month following the date 
recorded.  (The only pro-rated changes in the Small Business Marketplace are 
Birth, Adoption and Death.)  Once the Date of Occurrence is selected, the 
Coverage Effective Date will automatically populate and cannot be changed.  Then, 
select the dependent affected(s) by the change by checking the box next to their 
name.  Click Report Change. 
 

 
 

4. A pop-up message will appear that you will be directed to the Household 
Information screen to update necessary information.  Click OK. 
 

 
 
 
 



5. On the Edit Household Information screen, confirm all of the employee 
information is correct.  On the bottom of this screen confirm any remaining 
dependent information.  The selected Spouse should already be removed from this 
screen.  Click Next to select a plan. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



6. On the Select Plans screen, the existing plan and new plan tier will already be 
selected. The remaining employee may also choose to change plans completely if 
needed.  Click the Add to Cart button to add a new plan/plan tier to the cart.  Click 
Next and repeat steps on the Select Dental Plans screen and Pediatric Dental 
screen if applicable.  
 

 
 
 

 
 
 
 
 

 
 
 



7. Once plans/tiers have been selected, review the plan information.  If edits are 
needed, click the Back button on the bottom left side of the screen.  If the plans 
and remaining members are correct, click Next to proceed. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



8. Sign the Agreement by checking the box and click Next.  If you would like to print 
the document or download it to your computer, you may do either by clicking the 
corresponding buttons in the upper right-hand corner of the screen. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



9. Once complete, a confirmation screen will appear.  Click the Overview tab on the 
left side navigation panel to go back to the Employee’s Overview screen if you to 
review the account information.  Otherwise, click the Return to Agent Portal 
button on the bottom of the left side navigation panel to return to the Broker 
Dashboard to begin the terminated Dependent COBRA offer.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



10. From the Broker Dashboard, pull up the Employer account corresponding to the 
employee and terminated dependent.  To do this, click the Manage button for the 
Employer account that needs to be accessed. 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



11. From the Employer’s Eligibility Landing screen, click the Access Legacy Account 
link under SHOP Navigation at the bottom of the screen. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 



12. Select the radio button for the plan year needed to view.  Then click Continue >>. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



13. On the Employer’s Overview screen, click the Roster tab on the left side navigation 
panel.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



14. On the Employer’s Roster, click the Add Dependent COBRA Beneficiary button. 
 
Please Note:  You will need the terminated dependent’s personal information for 
the next step.  You must provide their First and Last Name, SSN and DOB. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



15. Enter the First Name, Last Name, Date of Birth and Social Security Number of the 
terminated dependent.  Click the Find COBRA Beneficiary button. 

 

 
 
 

16. The system will display a green message that says the dependent has been found.  
You must then enter the current Residential Address, Email Address and Phone 
Number of the terminated dependent.  Click Save Changes. 
 

 
 
 



17. The deleted dependent will now appear on the Employer’s Roster.  They will have a 
status of “Cobra Beneficiary”, Enrollment Status of “Not Offered” and there will be 
a red “Not Yet Offered” in place of a participation code.  Click the Offer COBRA 
button to send the terminated dependent an offer of COBRA. 

 

 
 
 
 
 
 
 
 
 



18. Once the Offer Cobra button is clicked, a new participation code will generate for 
the terminated dependent and their enrollment status will switch to Notified.  The 
Employer/Broker may enroll the terminated dependent into COBRA directly from 
the Roster by clicking the Enroll button. 
 
Otherwise, click the Return to Agent Portal button in the left-hand navigation bar 
to get back to the Broker Dashboard.   

 

 
 
 
 
 



19. To find the terminated dependent on the Broker Dashboard, select the Employee 
tab.  Then, select the Associated Agency, Associated Employer and Associated 
Employer Coverage.  A list of all Employee’s belonging to the selected Employer 
group will appear.  Click the Enroll button of the terminated who needs to enroll in 
COBRA.  Follow the steps in the “How to Enroll an Employee” User Guide to 
complete the enrollment. 
 

 
 
 
 
 


