COBRA and Direct Billing Broker Guide

Guide Overview

The Broker Portal empowers you to manage and assist your book of business for COBRA and Direct Billing. You
will have 24-hour access to the Portal to run reports for your clients, enter member information, and view
detailed member information as needed. Reports can be pulled for a specific client or inclusive of all clients you
are working with.

Logging in:
Here are step-by-step instructions on how to log in to the COBRA & Direct Billing platform.

A letter should have been sent to you, the broker, from Flex Administrators, Inc. In the letter, a New User
Registration code is included.

1. Login to: cobra.flexadministrators.com
2. Click on New User Registration

New to
COBRApoint?

NEW USER REGISTRATION
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3. A Registration Code should have been received in a letter from the Administrator.
a. Enterin the Registration Code
b. Enter in the Employer Identification Number (this will be 99-9999999)

®»cobrapoint’

B NEW USER

1. REGISTRATION INFO New Regis-trati on

2. LICENSE AGREEMENT
3. CREATE ACCOUNT In order to register you will need the registration code assigned to you. If you are eligible a letter was sent

to you via the United States Postal Service @&.

Registration Code Company @
BNUhebZA | v USA Brokers
Sample Data Required

Employer Identification Number

| 45-8621570 |

Required

By entering the information requested above and by continuing this registration process, you certify that you are the named

addressee of the letter which provided you with the registration code you entered on the previous page or a person legally

authorized to act on behalf of the name addressee. Information contained in this website is confidential and may be subject to
L

kot e tho Ll the Mool | Bocobiin and S LuRany i o

4. Agree to New User License Agreement
5. Check the | Accept box
6. Click on Submit

® cobrapoint’

B NEW USER New User License Agreement
V PLEASE READ
e COBRApE

5 AGREEMENT CAREFULLY. IT GOVERNS YOUR ACCESS TO AND USE OF THE COMRApoint wetnfle and the services. ahd mislertals provided on
ehalhi {coleztively "COBRAPOINT)

NEW COBRApoint U

COBRApaint USER AGREEMENT |

PLEASE READ THIS AGREEMENT CAREFULLY . IT GOVERNS YOUR ACCESS TO AND USE OF THE COBRApoint Website
and the services and materials provided on the COBRApoint Website (collectively “COBRApoint™)

BY SELECTING "I ACCEPT" OR BY ACCESSING COBRAPOINT, YOU AGREE TO THE TERMS, CONDITIONS AND
LIMITATIONS OF THIS AGREEMENT, IF YOU DO NOT AGREE TO BE BOUND BY ALL OF THE TERMS, CONDITIONS AND
LIMITATIONS OF THIS AGRFEMENT Y001 MUST PROMPTI ¥ CFASF AL |ISF NF COARAPOINT

Y SELECTING 7| ACCERT™ DR BY ACCEESING COBRAPOINT, YOU AGHEE TO THE TEFRES, CONDITIONS AND LIMITATIONS OF THIE
AGREEMENT. IF YOU DO NOT AGREE TO BE BOUND BY ALL OF THESE TERMS, CONDITIONS AND LIMITATIONS OF THIS AGREEMENT, YOU
MUST PROMPTLY CEASE ALL USE OF COBRAPOINT

Rrqueed
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7. Create New Password
8. Click on Submit & Create Account

® cobrapoint’

B NEW USER Portal Username and Password

Please choose a Username and Password 10 access the site.

Username: Sdavis@usabroker.com

New Password @

Regquend

Confirm Password

Fequand

Locating Clientele
1. Onthe left-hand side, is a list of all of the Clients

Home Members Entities Utilities. Reports Wizards Favorites Help

wex H Balth Messaes | Logofl

|4, Quick Search

Client Name: | || [ 0 General | ¢ contacts | B 0B Plans i I sPM Plans | @ QB Burdies | & SPM Bundies | @ Continuation Rules | [ Biling Freq | @ Divisions |
i | & Members l B4 commurications | Messages |

Client

ABest Client

ABC Hospital

ABC SPM Company
ABC Test Company
AIR CONDITION REPAIR
Bob's Burgers
Florida Test Company

Ui i lient
Qak Test Client

Stand Alone Client

Test Company 123

For support and more information, contact Demo at (800) 456-7892 or visit our website https://www.cobrapaint.com.
Benaissance, LLC (c) 2008-2018, all rights reserved. [Frivacy Statement] [Legal]
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2. There are two ways to search for a Client

a. Enterin the first few letters in the Client Name box and click on Search

b. Click on the client name under the Client list

Home = Members  Entifies

Utilities Reporis. Wizards Favorites Help
x 4, Quick Search ||
Client Name, Fesu ]| [0 General | €9 contacts | M) Qe Pians | BB SPM Plans | @ QBB | @ sPMBundies | @ Continuation Rules illing Freq | @ Divisions | &% Members | B8 Communications | B9

[ include nactive I A[-.Sleamh
Ay

Client

A Best Client

ABC Hospital

ABC SPM Campany

ABC Test Compan:

AIR CONDITION REPAIR
Bob's Burgers

Flarida Test Company
anuary Winter Client, LLC
Oak Test Cliant

Stand Alone Client

Test Company 123

For support and mere information, contact Dema at (800) 456-7892 or visit aur wabsite hitps:/fuww cobrapeint com
Berwissance, LLC (<) 2008-2018, ll rights reserved. [Prvacy Statomani] [Lega]

3. Once you find and click on the Client, you will be brought to their home page. This page is a nice snap-
shot of all their information.

Home | Members | Enliies  Ubliies  Reporls | Wizsds  Favorles | Help Logut

WEX Health e

Test Company 123

|4, Quick Search
Cliant Name: | || [ 10 General | ¢ Comacts | B Q& Plans | 8 5PM Plans | G2 QB Bundies | & SPM Bundies | @ Continuation Rules | [ Billing Freq | () Divisions | 2& Members | B9 | B Messages
Si h
. Elincuse nastue |, S0 | |y aye 0 unread message
Client Cligt Group July PEO
Clignt Name: Test Gompany 123
ABestCliont DBA Name:
Cliant Alternate 1D:

ABC Hospilal

oS mesmtEl Remitiance Groua:

ABC SPM Gampany EIN: 93-8888888

4B Teo! Compan Primary Address: Phone Numbers: [Biling Start:

AIR CONDITION REPAIR | Address: (20 north Jones || | hone: [(anz) eve-smes | iE*"mu Start Date: 09/01/2016

Bot's Burgers | Address2: | T

Florléa Test Company | city: State Zip: T

January Winter Client, LLC County: | |

Oak Test Cliont e
QB Options: SPM Options: I

Stand Alone Client |
Online COBRA Election: ‘Enab\ad -I Weekly Billing First Day of Wesk: Sunday |

Tesi Company 123 Coupen Book

Override atmin setting for day o s

wd GB presmium notice

Dy o send QR premium nofice reminder: 5

2] Musk 55N an Reports

; 54 acmin:set o ¥ Send HIPAA Cert with SPM Termination Notice
Employse Gount Rango: 20 o More Employoes | | Day to send 0B late payment reminder: 15
Enable Marketplace Education Referral G, o T
B i i N setiing for day cond Inte payment raminds!
Dy o send QB second late payment remindar: 20

[ AddioFavorites | 3§ Cancel

For support and mors information,
Perwssance, 11C (c) 20082018, al rights reserved, [Srivecy

o vt our veebsite
simmmen| (| gl

4. To drill down to more specific information, click on the multiple tabs at the top of the page

(L] General Contacts | £ QB Plans | £ SPM Plans QB Bundles | (4 SPM Bundles Continuation Rules Billing Freq | [#) Divisions | A& Members Communications Messages
1] i i ® ¢ B = =]

o Add a new Contact @ Refresh

Type
Edit Directorof HR = Brown

Last Name First Name Email Title Active

gi ion Code git ion Date  User Name

Susan susan2@test.com 4 sTVZNXGy B8/31/2016 susan2@test.com
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5. For more information, please review the User Manual
6. Place your cursor over the Help tab and click on User Manual

Home  Members  Enties  Utiiies = Reports ~ Wizads ~ Favorites | Help

WeX Health =

Impont Speciicatians 3| AOuekSeaeh [

Client Name: ||

[Jinchuds Inactive 3 Search |

| 0 General | @ contacts | G o8 plans | § 5P+ Plens | @ QB Bundes [ @ SPM Bundles | @ Continuation Rules | G Biling Freq | @ Divisions | &% Members | B8 communications | B Messages |

Client

A Best Client

ABC Hospital

ABC SPM Company
ABC Test Company

AIR CONDITION REPAIR
Bob's Burgars

Flosida Test Company
January Winter Client, LLC
Oak Test Client

‘Stand Alone Client

Test Company 123

For suppart and more information, contact Dema at (800) 456-7892 ar visit aur website Dips: fwwh.cobrapoint.com.
Benaissance, LLC (c) 2008-2018, all rights reserved. [Prvacy Salement] [Legel]

hitps:/fcobrapei Helo/Broke Defaulthtm|

7. The Broker Portal User Manual opens in a new browser window. Type in what you are looking for in

the Search section i.e. Clients and click on the search icon.

COBRApoint

Welcome to COBRApoint Help

N -

EEE;E Egﬂ
Utilities Reports

E] Entity Records E] Member Records E] Favorites
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Processing Events

In order to process events you can use the WIZARDS tab

Add New NPM: Use for adding a new Employee who needs to be sent an Initial Notice/General Rights

Notice

| (L] 1. General

Client Name: |

Select Client: |It5y Bitsy Bakery 3

[Jinclude Inagtive | |5, Search Division:

[y Bitsy Bakery - MPLS =l

Salutation: |Cnoose. 3 First Name: ‘Susan

e —

Identification Information:

Contact Information:

SSN Email: ‘ ‘

Individual Identifier: |

Phone: |- | Phonez|_)__-___|

Mailing Address:

Other Data:

Address: ||23 Dummy Street

() male @ Female

| Gender:

Address2: |

| [ Has become a 0B

City. |Durnrny |

St ‘MI | Zip: |49503 | [ Has waived all coverage

Country: |

| end General Rights letier when finished.

Use '& Family' addressing

(€] Next &

Hire Date: .

for mailings

i Finish 3 Cancel

In order for us to generate an Initial
Notice/General Rights Notice, make sure
this box is checked!

All Red Highlighted Boxes are required.
Click FINISH once everything is entered.

Add New QB: Use for adding an Employee/Dependent who needs to be sent a COBRA Election Notice.

U 1. cenerat | B b |
Chent Hame

Imcled inscave |

Sabsdaion: Chocse.. = | Fiesl Hasse

‘senuficanan Infomation:

im0

Wndnidual geniter
Plan Categoey

ramary Adsre:

a C 2 7§
Seteet Caent. By Biewy Bakery -]
Sewth | Dhdskn:  |Chosss -
Susan | M| | st e [Sample
Contact Information:
Emai
Fhona: ) PRomEl_)__.

Aaaress 123 Dumemy Stret

Aress

For supprort ared more et torta] P Adetestors. Sec of (800) 9685300 o

Demographica: Empicryre Inomation: Q8 Setup:
Cimeaten | Male ® Femate| | Emlayee Type: [Unkaows =] Fremum Coupen Tyse: [Coupan Book -]
DoE: Paovel Trow: | Uirwst *I [ iaers Heath Gomage Tax
Coeat
Tobacos Use Wears of Service
Chent.Epecific Information:
Benet Grous:
[ ——
Caent Custom Data
[*] et @ || @ Finah || 3% Cancel

ik it Mo Ve e o

Demographics-

Tabaco Use: Leave as UNKNOWN
Employee Information-

Employee Type: Leave as UNKNOWN
Payroll Type: Leave as UNKNOWN
QB Set-Up-

Premium Coupon Type: Leave as
COUPON BOOK

Click NEXT once everything highlighted red is entered.
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'Bl.Genaa\IElEvent—I—"-aﬁ-:,|m'3_::.;'::|-;2‘..': ::|@'.':".:Z:_‘:| LatterAla |?'—6—-='_—;
Qualifying Event Information: HIPAA Information:
Categary- Date of Hire/Enroliment Date: ||
Ewvent Type: |Chume... 3|
EventDate: | |
Legacy QB:
DLegacﬂp QB
(D Previous | Next &) | | & Finish || 3¢ Cancel
For suppart and mare information, contact Flex Admini Inc. at (BOD) 3683539 or visit our website https://flexadministrators.com/.
Wex Health COBRA (c) 2008-2019, all rights reserved,  [Privacy Statemert] [Legal]
Click NEXT once everything highlighted red is entered.
Add all plans that need to be offered through COBRA
Select PLAN and COVERAGE LEVEL ONLY!
Select INSERT after each Plan Selection
[0 1. General | [ 2. Event | & 3. Mans | € +Bependents | @ S-oubsidies | B 6rbetterinserss petterhitachments | [ 7-Hetes |
O rdda Pan ) 153\ Refresh
Insurance Type FI]i:;lof ;::'lnf (I:l;g:: :’“t ‘D;“‘ Days SubPmts  Status Status m‘ Elechl.i':m“‘ ;;':
{3 Previous | Mext () | | 7 Finish || 3 Cancel
For support and more information, contact Flex Administrators, Inc. st (800) 968-3539 or visit our website httpe://flexadministrators.comy.
Wex Health ODBRA () 2008-2019, 2l rights reserved. [Privacy Statement] [Legal]
| (L] 1. General |B2.E\fent 3. Plans |m HBepe | #P S—Subsidies | e | Letter Attachments | [ 7 Hete

L] General J

® plan O Bundie

Plan: | Coverage Level Dental 3
Coverage L " |QB Only - ;’;asnnr;:];fol the selected Coverage Level is -
Insurance Type Information: First / Last Days of COERA:

Editing th: dates ch; the First and Last day of COBRA
# Months of Coverage: =S SIS a =

# Days to Elect FDOC (First Day of COBRA):

# Days to Make 1st Payment: IE'
# Days to Make Subsequent Payments:

+  Ifyou choose a Plan that is Gender and/or Age based, you will
4 l; need to add Gender andfor DOB under the Dependenis Tab to
ensure accurate premiums.

* oo

LDOC (Last Day of COERA): 06/30/2021

{3 Previous | | Next (O} | & Finish | 3§ Cancel

For support and maore infi contact Flex & Inc. at (800) $68-3539 or visit our website hitps:/ /flexadministrators.com/.

Wex Health COBRA (c) 2008-2019, all rights reserved, [Privacy Statement] [Legal]

Click NEXT once all plans that need to be offered are entered.

Page: 7

Broker Guide —COBRA & Direct Billing

Latest update: 081318



Add any dependents that were covered under the benefits being offered through
COBRA.

O Gt [ B2 ot [ B3 hem [ Cprir [ 2 2 ’ Start Date: First Date of COBRA
o [rom ] i oz [ Juswtome | Coverage
- N ‘ Available Dependent Plans: Check off
= Prone, 0| ozl | the box for each benefit that this
acaress: ) same rs o employee was covered under.

MAKE SURE TO SAVE!

" Available Dependent Plan(s)
‘ AddPlan  Plan Name

Add any other covered dependents and
save.

HIPAA Information:

Enroliment Date: ||

If you choose a Plan that is Gender and/or Age based, you will
1, necd to add Gender andior DOB under the Dependens Tab to
£ ong premiums.

Once all dependents are entered hit
NEXT

Added Dependent Plan(s)

First Last
Insurance Type Day Of  Day Of
COBRA COBRA

Ho records to display

Add any Subsidy Schedule (if applicable) — Subsidy is the amount of premium being
covered by the Employer

Click Finish to send the COBRA Notice for Mailing.
Letter Inserts — Not Required
Letter Attachments — Not Required

Reports
The COBRA & Direct Billing reports are split up into two separate categories, Accounting and Standard
reports. The ability to run specific reports may be controlled by the user’s role in both categories.

Standard Reports: Contain non-financial information related to entities, members, plans, rates, and letters.

e Carrier Notifications (Pending) Report
e Carrier Notifications (Processed) Report
e Client By Postal Code Report

e Client List Report

e Member By Postal Code Report
Member Status Report

New Plan Member (NPM) Report
Paid Through Report

Plan Rate Renewal Report

QB Plan Members Report

QB Summary Report

SPM Summary Report

QB Detail for ACA Report

SPM Detail for ACA Report
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Home Members Entities Utilities

WEX Health

Reports Wizards
Standard Reports

Accounting Reports

Job Queue

Client Name; || ‘

| {0 General | ¢ contacts | 88 0B Pans | sk s | @

| B communications | B Messages |

inciude inactive | 3, Search

Client

A Best Client

ABC Hospital

ABG SPM Company

AIR CONDITION REPAIR
Bob's Burgers

Florida Test Company
January Winter Client, LLC
Qak Test Glient

Stand Alone Client

Test Company 123

Favorites Help Messages | Logoff

Carrier Notifications (Pending)

Carrier Notifications (Processed)

Client By Postal Code

tinuation Rules | [ Billing Freq | @ Divisions | && Members |

Client List

Member By Postal Code
Member Status

New Plan Member (NPM)

¥,

Plan Rate Renewal

Paid Through

QB Plan Members

QB Summary Report
SPM Summary Report
QB Detail For ACA Report

SPM Detail For ACA Report

Accounting Reports: Contain financial information related to payments, refunds, cash activity, and remittances.

e Subsidy Schedule
e Remittance
e Refund Report

1. Click on Reports, and select Standard Reports or Accounting Reports

2. Select the report you want to run.

Home Members Entities Utilities

Rsponsgl Wizards

WEX Health

Standard Reports

Accounting Reports

Client Name: |

Favorites

Help Messages | Logofl

Job Queue

‘ {0 General ' 0 contacts l 8 08 Pans | & SFeEns | o OB Bundles | @ SPM Bundles I @ Continuation Rules l [ Billing Freg | &) Divisions | &% Members J

[include Inactive = 4 Search

‘ B Communications | B Messages ‘

Client

A Best Client

ABC Hospital

ABC SPM Company

AIR CONDITION REPAIR
Bob’s Burgers

Florida Test Company
January Winter Client, LLC
Oak Test Client

Stand Alone Client

Test Company 123

Page: 9

Broker Guide —COBRA & Direct Billing

Latest update: 081318



3. Click on the Select Client and Division drop down menu(s) and select the specific Client and Division or run
the report for ALL. To select a specific client, type in a portion of the client name in the Client Name field.

Report Queue Settings:

Queue Report will place your report into the Job Queue and the email address below will be notified when it is complete.

@ PDF - Adobe Reader format

O CS8V - Comma Separated Values Text File
Report Format:

O MDB - Microsoft Access Database File

O XML - XML File

Email Addresses|to notify when Report is complete: |jonwilliams@broker.com

D Schedule Options

WEX Health

Home Members Entities Utilities Reports Wizards Favorites Help

4, Quick Search ‘

Job Queue:

Your job has been submitted and should be the top job listed below. Use the REFRESH buitton to update the list. Results will only be kept for 7 days, so be sure to retrieve your results promptly.

Messages | Logoff

Job ID Entered Priority Category Job Type Status Started Completed Message Email Notification Scheduled
06/08/2018 3 T
11504750 04:24PM 1 Report Paid Through Queued Jjonwilliams@broker.com
Home Members Entities Utilities Reports Wizards Favorites Help @ Messages | Logoff

WEX Health

3, Quick Search

Paid Through Report

Client Name: | Select Client: [ALL... x =]

4, Search Division: |ALL.. 3’

Mask SSN on report

4. Select the Report Format
5. Enterin email address(s) to be notified with the report is ready (optional)
6. Click on Queue Report
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7

8

9.

. Below you will see the request has been queued, click on Refresh

. Click Download Results

In a separate window, the report will populate.

Home Members Entities Utilities Reports Wizards Favorites Help Messages | Logoff

wex H ealth AQuickseareh | |

Your job has been submitted and should be the top job listed below. Use the REFRESH button to update the list. Results will enly be kept for 7 days, so be sure to retrieve your results promptly.

; Job ID Entered Priority  Category Job Type Status Started Completed Message Email Notification Scheduled

06/08/2018 " 06/08/2018 06/08/2018 Download . -
11504750 04:24PM b Report Paid Through Complete 04:24PM 04:24PM Results Jjonwilliams@broker.com
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