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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



Demographics  Employmenl  Compensation  Benefils  Banking & Taxes

Lee A Bartholomew

Losn formaion |

First Name Lee Legin Enabled Yes
Middle Initial & Effective Date
Lot Mo Bartholomew. End Date
Last Name Effective Date Usemame Hlea
Nickname Entry Point ;ﬁ”mweﬁt
Soaal Secunty Number 225-63.6549 L

Cate of Birth 4/6/1955

o Emergency Contac nformalion e |

Gender Femaly Contacl 1
Disabled N Nafne
Race/Ethnicity Retatianship
Tmpast User 10 1233 Phee
Tester User Cell Phane

Work Phone

Work Phone Ext

Effective Date 9/8/2003

Contact 2
Home Address 1 876 W 530N Hians
Home Address 2 P.O. Box 831 Filationsti
City Orem Phar
Stte LT cell Phone
Zlp SR Work Fhong
Home Phone 801-535-1212 Witk Phar Ext

Coll Phan
Erwvacy Pylige |Brgwssr Bagyrarents

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

User Admin Benefit Admin Time Off Admin Company Admin Reports Enrollment Import

Utah Demo Tester
-TOP DOG :
< Terminate Employment

Terminate employment and end all benefits coverage for an employee and all of his/her dependents.

Lee Bartholomew

(mm/dd/yyyy) 9/11/2008
;F:m?;m?ate: l:l (usually same as Last Day Worked)

Term Reason: ‘ Other > |

<< Cancel® ® Continue >>

Erivacy Policy | Browser Reguirements

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.



<HTWest
o B

min Benefit Admin Time Off Admin Company Admin Reports Enrollment Import

Utah Demo Tester

L Terminate Employment

Terminate employment and end all benefits coverage for an employee and all of hisfher dependents.

Lee Bartholomew

Last Day Worked:
(mmzdd/ ) 9/11/2008
Termination Date:
(mmyddiyyyy) 9/11/2008

Term Reason: ‘Termmahun hor

| SelectAll |
Terminate Plan Name Last Day Covered
Select:Med Plus HealthSave Family

Health Savings Account

Met Life Dental

Voluntary Life

Voluntary Spouse Life

Voluntary Child Life

Basic Life and AD&D Admin
Hartford Life-Long Term Disability
401 (k)

NEEEEEEERE

FSA Limited Medical 2008

<< Cancelm m Continue >>

Erivacy Policy | Browser Requirements

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.
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Benefit Admin

Utah Demo Tester

“TORDOG Terminate Employment

Terminate employment and end all benefits coverage for an employee and all of his/her dependents.

Lee Bartholomew

Employee was terminated successfully.

Ctiﬂue.

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.

Privacy Policy | Browser Reguirements
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Utah Demo Tester

-TOP DOG
Add User
i e E C ion Benefits Banking & Taxes
Lee A Bartholomew
Employment Information EETl [ Location Information
Employee ID 1047 Effective Date 8/8/
Hire Date 3/1/2008 Location Prov

Years Of Service 0

Original Hire Dat
Employment Status Effective DatzNg{1/2008§

Department Information

Effective Date

Department
Time Status Full Time Hourly Department Percent
Semi-Monthly (24 per Department 2
Eav Frequency
Pav Frequency year)

Department 2 Percent

Standard OT (Non-
Overtime Ex )

HCE Flag No
Effective Date 8/2¢
Division Full

EEO Class

Job Title

Job Title Effective Date
Supervisor Code No

Supervisor

Terminate Employment

Re-Hire Employee
Delete Employee

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
(i West
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Preferences

Utah Demo Tester

-TOP DOG
Welcome Betty Sego CONTACT US >
2 Bulletin to Management
10-17-2008 = HR Essentials by BNA
ents and Links =* Other BNA Resources
Ben: Summaries
© Bulletin to Management
B S
7 — Select Search Ares [
- Send emails
© sulletin To Management e ] TE
9.30-2008 kot
-+ Reports
V. (FRG(EEm—
:
VIEW ALERTS > ient Admin
3 A Select Client v
INDUSTRY NEWS
G9/13 = Thike Lt v Salact Role [ 60>
features of a rich 401
(5]

< Time Off Admin
* More . stions Admin

Privacy Policy | Browser Reguirements

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.

Utah Demo Tester
-TOP DOG

Preferences

Alerts

« Anniversaries - 2 Items

« Enrollment Changes - 4 Items

« Pending Time Off Awaiting Approval - 1 Item

<= Back to Home m

Privacy Policy | Browser Requirements

10. Click on the COBRA QE Review link.
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User Admin  Benefit Admin  Time Off Admin Company Admin Reports Enrollment Impart

Utah Demo Tester
OP DOG

Newly Eligible =~ Records to Be Sent  Sent Records  Non-Eligible  Rejected

COBRA Qualifying Event Review

Order by: | Employee Last Name V| Filter type: ‘(Nu Filter) V‘

Limit future dated records by: | 180 days ¥ | Limit past records by: | 180 days &

100 employees per page ¥ | 4 4 Page of 1k I

([ SelectAll)

ocation: Provo NonManager  Benefit Class: Employee
pivision: Full Time Regular

Plan Name Effective Dates Event Rea!

artholomew,Lee
SSN: 225-92-6549
nployee ID: 1047

Met Life Dental 4/1/2008 - 8/30/2008 Termination
Select:Med Plus HealthSave Family 4/1/2008 - 9/30/2008 Termination
[ | Flexible Spending FSA Limited Medical 2008 4/1/2008 - 9/30/2008 Termination
Bar % /
o S5N:
Benefit Type Plan Name Effective Dates Event Reason
O Dental Met Life Dental 4/1/2008 - 9/30/2008 Termination

o Bartholomew,Marc  Child

S5N:
Benefit Type Plan Name Effective Dates Event Reason

O Health Select:Med Plus HealthSave Family 4/1/2008 - 9/30/2008 Termination

[] Dental Met Life Dental 4/1/2008 - 9/30/2008 Termination
M Callahan, Linda Family

Callahan,Linda Location: Provo Benefit Class: Employee

SSN: 225-06-5229 Division:

Employee ID: Department:

Not COBRA Eligible

Callahan,B Child
L4 SSN:
Benefit Type Plan Name Effective Dates Event Reason
[] pental Met Life Dental 1/1/2006 - 11/30/2008 Overage or Ineligible Dependent

T LT T
[ Approve | MarkasSent | [ Reject |

Privacy Policy |Browser Requirements

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:
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User Admin Benefit Admin Time Off Admin Company Admin

Utah Demo Tester
-TOP DOG

Add User

Reports Enrollment Import

P view / Edit
Life Event Hi

Lee A Bartholomew

Employee ID
Hire Date

Years Of Service

Original Hire Date

Emplovment Status

Employment Status Effective Date
Time Status

Pay Freguency

Overtime

HCE Flag

EEO Class

Job Title

Job Title Effective Date
Supervisor Code
Supervisor

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

IRWest

User Admin Benefit Admin  Time Off Admin

Utah Demo Tester
-TOP DOG

Benefit Class:

and Benefit Class
Effective Date:

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

Activate COBRA /Retirees

Employment Status:

Employment Status

& Taxes

Employment Information IZTE  Location Information

1047 Effective Date 8/8/
3/1/2008 Location Prov
0

/6/2003
Not Active Effective Date
3/1/2008 Department

Full Time Hourly
Semi-Monthly (24 per

Department Percent
Department 2

year) Department 2 Percent

Standard OT (Non-

Edbent

L Effective Date 8/2¢
Division Full

No

Company Admin Reports  Enrollment Import

Activate cobra for an employee and/or dependents, or retirement for employees.

Lee Bartholomew
Last Day Worked:
Last Day of Coverage:

9/11/2008

COBRA ¥ | (Select COBRA benefit class)

10/1/2008 | (mm/dd/yyyy)

Save | Cancell

Privacy Policy | Browser Requirements




User Admin Benefit Admin  Time Off Admin  Company Admin  Reports  Enrollment  Import

Utah Demo Tester

i Activate COBRA/Retirees

Activate cobra for an employee and/or dependents, or retirement for employees.

Employee was activated for COBRA successfully.

CI setup COBRA benefits enroliment.

Lee Bartholomew
Last Day Worked: 9/11/2008

Last Day of Coverage:

Employment Status: COBRA +
Benefit Class: COBRA ¥ | (Select COBRA benefit class)

Employment Status
and Benefit Class |1D}1f2£|{]8
Effective Date:

| (mm/dd/yyyy)

( Bave ) (Ca_nc-el)

Privacy Policy | Browser Requirements

3. Click “here”.

User Admin Benefit Admin Time Off Admin Company Admin Reports  Enrollment Import

utah Demo Tester
-TOP DOG

Special Enrollment

Manage special enrollments for an employee.

b Add New
Special Enrollment History for Lee Bartholomew
Click here to go to Enrollment

Enrollment Period Effective Date Change Reason Motes Approval Required Saved By

Privacy Policy | Browser Requirements




4. Click “Add New”.

<R West

User Admin Benefit Admin Time Off Admin Company Admin Reports Enrollment Import

Utah Demo Tester
-TOP DOG

Special Enrollment
Add User
N e Manage special enrollments for an employee.
Life Event History ¥ Add New
Employee File
Tracker *Change Reason: |COBRAAcﬁvation v
Time Off *Enroll Start Date: | lovember 19, 2008 |E
Eamahy Infarmation =Enrall End Date: |Z-—:- “ember 19, 2008 |E

*Effective Date: |_ -1 1. 2008 |E

(Any enrollment choices will be effective on this date.)

Company Assets MNotes:

Impersonate User

Coverages

P Special Enrollment

Benefit Plan Types: Dental
Health

(Hold down Ctrl key for multiple selections)

[l Pend enraliment until approval of HR Manager?

Save

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”.
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User Admin Benefit Admin Time Off Admin Company Admin  Reports  Enrollment

Import

Utah Demo Tester

-TOP DOG Special Enrollment

Manage special enrollments for an employee.

Life Event History P Add New

Emplo < i
il Special Enrollment History for Lee Bartholomew

Time Off Qo to Enrollment
Al ment Period Effective Date Change Reason MNotes Approval Required Saved By
Beneficiaries —

Sl %3 11/19/2008 - 12/19/2008  10/1/2008 COBRA Activation Employee Betty Sego

Resumé
Health; Dental;

Privacy Policy | Browser Requirements

User Admin Benefit Admin Time Off Admin  Company Admin Reports  Enrollment Import

Utah Demo Tester
-TOP DOG
Enroll

Search User
Add User
View / Edit Lee Bartholomew

Special Enrollment
Benefits Effective as of: 10/1/2008

B Calculate Costs B Continue ==

Roles -
@ Warve
Health (0 Select:Med Plus HealthSave Family Plan Details == $0.00 $0.00

DSelect:Med Flus HealthSave Single Flan Details ==

@ Waive
(O Met Life Dental Plan Details ==

Dental %0.00 $0.00

Special Enrollment

M Calculate Costs B Continue ==
Waorkflows

Privacy Policy | Browser Reguirements

8. Enter the COBRA enrollment.
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User Admin Benefit Admin Time Off Admin  Company Admin Reports Enrollment Import

Utah Demo Tester

Enroll

Lee Bartholomew

<< Back® M Enroll Now >>

Time Benefit Type Benefit Plan Amount _ Ce s
Family Information Per Pay Perio Per Pay Peric
Health Select:Med Plus HealthSave Family £381.48 $0.00
Lee A Bartholomew Employee Covered
Frank Bartholomew Spouse Covered
Marc Bartholomew Child Covered
Dental Met Life Dental $53.17 $0.00
Lee A Bartholomew Employee Covered
Enroll Frank Bartholomew Spouse Covered
End Covera Marc Bartholomew Child Covered

Edit Coverage

cial Enrollment
Participation

I hereby acknowledge I have read the statements contained herein, or they have been read to me, and the statements are true and
complete to the best of my knowledge. I understand any misrepresentation or omission contained herein may be used to reduce or
deny claim or void the contract if such misrepresentation or omission affects acceptance of the risk. I hereby enroll for benefits for
which I am presently eligible, or for which I may become eligible, under my employer’s group contract(s). If any deductions are
required for this coverage, I authorize such deductions from my earnings and I understand that any premiums will be automatically
deducted from my paycheck on a pre-tax basis (before tax dollars) unless I submit a declination election. I reserve the right to
revoke this deduction authorization at any time upon written notice.

Flease verify all information above before enrolling.
=< Back M\ ¥ Enroll Now >

Erivacy Policy | Browser Reguirements

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



User Admin Benefit Admin Time Off Admin  Company Admin Reports Enrollment Import

Utah Demo Tester
-TOP DOG
= Benefit Coverages

Maintain benefit coverages for an employee and their dependents.

Lee Bartholomew for

Click benefit name for coverage history and costs.

- Cost
5 5 Tier/ o Employee Cost Employer Cost
Berietit SHUAHAST Amount Effecioie Per Month Per Month
Date
- Health Select:Med Plus HealthSave Family E;”rﬁi'f\‘)"ee *  10/1/2008 $762.96 $0.00
Roles
Lee A Bartholomew Employee Covered 10/1/2008 - 12/31/9999
Frank Bartholomew Spouse Covered 10/1/2008 - 12/31/9999
Impersonate User 1
e Marc Bartholomew Child Covered 10/1/2008 - 12/31/9999
} Benefit Coverages ;
Health Savings Account Not Covered
Enroll |
End Coverages Dental Met Life Dental Emp.lc‘\"ee *  10/1/2008 $106.33 $0.00
Edit Coverages Y
Special Enrollmenit Lee A Bartholomew Employee Covered 10/1/2008 - 12/31/9999
Frank Bartholomew Spouse Covered 10/1/2008 - 12/31/9999
Marc Bartholomew Child Covered 10/1/2008 - 12/31/9999
Voluntary Emplovee Life Mot Covered
Voluntary Spousal Life Not Covered
Voluntary Child Life Not Covered
Basic Emplovee AD&D Not Covered
Long Term Disability Not Covered
Retirement Not Covered
Flexible Spending Not Covered

Privacy Policy | Browser Requirements

10. The COBRA enrollment is complete.



