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BOSS COBRA Review 
 
• Properly Terminating an Employee in the BOSS 

• Terminating Benefit Coverage 

• Ensuring COBRA notices  

• Enrolling COBRA members 
 

 
 

 

 

 

 

 

 

 

 



BOSS COBRA Review 

As the BOSS administrator, you will need to ensure that COBRA notices are sent to employees and their 
dependents in a timely fashion.  Although the BOSS automatically sends a weekly file of QE (Qualifying 
Event) COBRA notices, you  will need to activate this process.  NOTE: New hire employees will 
automatically be sent a notice upon enrolling in benefits  in the BOSS.  There are three main steps that 
must be taken in order to achieve this.  They are  

1. Terminating employees in the BOSS. 

2. Termination of Benefits 
 
A. EDI Carriers – Automatically by EDI file. 
B. Non-EDI Carriers  -- Manual Notification. 
 

3. BOSS – Infinisource COBRA Administration - Consistently reviewing and updating the COBRA 
Review section of the BOSS . 
 
A. COBRA Review Report 
B. Approval of COBRA Notice 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

Terminating Employees in the BOSS 



 

1. Go to User Admin, browse to and select employee.  Click the “Terminate Employment” button.  

 

 

2. Enter Last Day Worked and Termination Date, usually the same date.  

3. Please select a termination reason and click continue.  Do not leave the termination reason as 
“Other” because that does not trigger a COBRA event. 



 

4. Verify termination dates for employee’s benefits.  This is usually the last day of the month in 
which the employee was terminated.  If the date is wrong, please enter the correct date. 

5. Click Continue. 

 

6. You will receive verification on the following screen that the employee was successfully 
terminated.   

7. Select the “Here” button to return to the View/Edit page. 



 

8. Click on the “Employment” tab along the top.  The Employment Status now shows “Not Active”.  
Do not change the Employment Status or Benefit Class to COBRA until the employee has 
actually enrolled in COBRA.  Infinisource will send you a notice when the employee has 
enrolled. 

 
 



 
Ensuring COBRA notices are sent in a timely fashion 

 

9. Click the “View Alerts” button.   Please check your “View Alerts” whenever you terminate and 
employee’s benefits to make sure that the COBRA notice is sent in a timely manner.   

 

10. Click on the COBRA QE Review link. 

 



 

11.  Please verify that the information is correct and check the boxes by each member and plan. 

12. Click the “Approve” button at the bottom of the page.  If for any reason you have sent the 
information to Infinisource directly, click “Mark as Sent”. 

 

Entering COBRA elections 

Once you have received the notice from Infinisource that the employee has elected COBRA, please do the 
following: 



 

1.  Go to User Admin, browse to and select employee.  Click the “Activate COBRA” button.  

 

 

2. Change “Benefit Class” to COBRA.  Enter the “Effective Date”.   Click “Save”. 



 

3.  Click “here”. 

 



4. Click “Add New”. 

 

5. Enter the reason as “COBRA Activation”.  If you, the HR Manager will be entering the COBRA 
election, you can leave the “Enroll Start Date” and the “Enroll End Date” without change.  If the 
employee will be entering the election, change the dates.  Enter the “Effective Date”.  Select the 
COBRA plans that they have elected. 

6 . Click “Save”. 



 

7. Click “here” to go to Enrollment. 

 

8.  Enter the COBRA enrollment. 



 

9. Check the “I agree” button and select “Enroll Now”. 



 

10. The COBRA enrollment is complete. 


