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How to Register and Access MyFlexCOBRA

1. Ifyouare a new Employer contact, you will receive an email from your Implementation Specialist
with a registration code and instructions to login

2. Navigate towww.myflexcobra.com andclickLogin

X FLEX Call Us at 888-345-7990 Option 3

RESOURCES CONTACT US

Welcome to
My Flex COBRA

Easily manage your COBRA services online
with real-time information available 24/7.

LOGIN

Fip neg s mmy

3. Next, Select New User Registration

Criex G

Sign In

Username

New to
Forgot your usemame or password? Flexible Benefit Service Corporation?

NEW USER REGISTRATION

Questions? Call us at 888-345-7990 Option 3
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4. Toregister as a New User, you will be prompted to enter your registration code and company EIN
(TaxID)

xriex G

BINEW USER ) New Registration
« 1 REGISTRATION INFO
« 2 LICENSE AGREEMENT In order fo register you will need the registration code assigned to you. If you are eligible a letter w
« 3. CREATE ACCOUNT Service ®

sent to you via the United States Postal

Registration Code Company 7]

vb4aJqD2 & Flexible Benefit Service Corporation
Required

Employer Identification Number

11-1111111

Required

SUBMIT REGISTRATION m

5. Accept the Terms and Conditions and click Submit

xriex

BNEW USER ) New User License Agreement
gl .

+ 2. LICENSE M

CREATE ACCOUNT

NEW COBRApoint User Agreement & prINT

WEX HEALTH CLOUD USER AGREEMENT

PLEASE READ THIS AGREEMENT CAREFULLY IT GOVERNS YOUR ACCESS TO AND USE OF THE WEX Health Cloud The
Application website and the services and materials provided on the WEX Health Cloud Application (collectively, the "Application’

BY SELECTING "I ACCEPT" OR BY ACCESSING THE APPLICATION, REE TO THE TERMS, CONDITIONS AND

LIMITATIONS OF THIS AGREEMENT. IF YOU DO NOT AGREE TO BE BOUND BY ALL OF THESE TERMS, CONDITIONS AND
L IMITATIONS OF THIS AGRFFMENT YQU MUST PROMPTLY CFASF Al | LISF OF THE APPLICATION >

> 1Accept

You

Questions? Call us at 888-345-7990 Option 3
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6. Create and confirm your password.

xriex

BINEW USER ) Portal Username and Password
.V }
-V EN MEN Please choose a Usemame and Password to access the site
CREATE ACCOUNT

Username: mjones

New Password 7]

Required

Confirm Password

7. Once a password is created and confirmed, you will be automatically directed to your Home
page.

8. Forany future logins, simply enter your username on the main login page and then enter your
password on a secondary login page.

Enter Login Information
Username
mdecker

Password

Remember me?

Questions? Call us at 888-345-7990 Option 3
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How to Navigate the Home Page

Once you’re logged in, everything you need to manage your COBRA accounts is found on the Home page.
From the Home page, youcan:

0 Addanewmember
a. New Hire
b. QualifiedBeneficiary
View member-leveldata
Check the status of file imports if applicable
View planinformation
Import files ifapplicable
View communications

| Y s R R s Y e |

X FLEX PR

Welcome Flex Demo

Thank you for using the self-service portal offered by Fiexible Benefit Service Corporation

@ imports bRepors
© dewtion _________________________________________________§
@ v [ imioee

= e o &

— P s m

The options within the left navigation Main Menu will direct you to any action you need to take.

X FLEX

# Home

& Account v
% Members v

2] Imports & Reports v
© Recent Activity

€] Help v

Questions? Call us at 888-345-7990 Option 3
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How to Add a New Hire

1. Toadd aNew Hire, you can either select the Add Member option available on the Home page or
select from the Members menu option in your Menu bar.

K FLEX ;

Welcome Flex Demo

‘Thank you for using the seif-service portal offered by Flexible Benefit Service Corporation

# Home
& Account v Home
18 Members (

You Have No New Messages View AN Messages.

Add Member

Find Member

) Imports & Reports v

O hties st Name Lasthame
ks ®
@ Help o ssu ndvidual D @ 2 /
Member ID Membee Type.

AL v m

2. Click the Next button under the New Hire box to begin the process of adding the New Hire.

mdecker v|

X FLEX

] Imports & Reports
© Recent Activity

¢] Help

b Qualified Beneficiary

An individual who has lost group health plan coverage dueto a
qualifying event such as termination or retrement. The individual
must be a covered employee, spouse of a covered employee, or the
depencent child of a covered employee.

A Home
e . Add Member
48} Members
Add Vember Choose Member Type to Add
BHEES N N |

Direct Bill

An individual who is billed on & requler schedule for one or more
plans or benefits. The billing frequency and specific types of plans or
benefits are not associated with any laws or regulations. Therefore, a

Direct Bill record can be used differently for specific nzeds and
business processes.

New Hire

An individual who is @ current employee and not yet receiving COERA.
benefits.

- B

3. Select a Division on the top right. (Default is Main Division “Employer Name”)

Call us at 888-345-7990 Option 3

Questions?
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4. Complete the required fields, marked with a red asterisk, and click Add Member at the bottom

X FLEX

# Home

Add New Hire

# Account v

2 Members. >
Enter Profile Information

A4 MeToer

Fina Memoer
vy Name Feste Bene'c S0 <o e Ovn: ¢ Chocae
jimports kReports v

© Recent Activity

@help R e

4 ne 8 Famiy Ackhemsng for matig
D0 you wart 1o e HEPAA Carticaton mfcamaton

5. You will receive confirmation at the top of your screen that your New Hire has been added.

4
X FLEX
A Home
& Account v Add Member
% Members >
Megan Smith has been successfully added as a New Hire
Add Member
e — Choose Member Type to Add

6. The appropriate notification letter will be generated by the system and will automatically
be mailed to your NewHire

Questions? Call us at 888-345-7990 Option 3
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How to Process a Qualifying Event (Terminate an Employee or Process a
Change in Status)

If the Member already exists in the system, you can clone their demographic
information and proceed to add the qualifying event.

1. Go to Find Member, search for the individual and click on their name.

X FLEX S

Last login: 04/14/2020 | 10:05 AM CST

Welcome Flex Demo

Thank you for using the self-service portal offered by Flexible Benefit Service Corporation

# Home
& Account v HO me
48 Members >
gl
e
© Recent Activity ki o
® &

(2] Help v ssn Individual 1D

m—

—
—— e IIIIIIAGf’
Find Member Add Member
ALL ¥

2. Under Members, select Actions and click on Clone New Hire to Qualified Beneficiary.

X FLEX

Last login: 04/14/2020 | 10:05 AM CST

# Home

& Account v

>

Add Member Employer: Flex Demo Division: Flex Demo
Find Member

,O\ Betty Brown

Individual Member

Profile Actions
Communications
€71 Imports & Reports v change Employer Division
©® Recent Activity 4/
Clane New Hire to Qualified Beneficiary
€2 Help v

Queue General Rights Letter

Delete Member

Questions? Call us at 888-345-7990 Option 3
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3. Verify Mailing Address of the qualified beneficiary and select OK. Skip to #4 in this section and

proceed entering the qualifying event information.

Verify Mailing Address

Please confirm the mailing address for this cloned Qualified Beneficiary record is the last known
address for this member

If the Member does not exist in the system, follow the below steps to enter the
Qualified Beneficiary’s qualifying event.

1. Go to Add Member option available on the Home page or from the Members / Add Member option
in the mainmenu.

2. Select the Qualified Beneficiary box to continue processing the qualifying event

X FLEX P

Welcome Flex Demo

Thank you for using the seif-service portal offered by Flexible Benefit Service Corporation

# Home

# Account v H ome

& Members 5

Find Member

mostigons ~ I
First Ns Last Name

@ Recent Activity = Ey

£ Help v Lol el /® = /
Mermber ID Member Type.

AL v

Questions? Call us at 888-345-7990 Option 3
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3. Select the Next under the Qualified Beneficiary box to continue adding your qualified beneficiary

X FLEX

# Home
ot . Add Member
& Members >
Add Marriler Choose Member Type to Add

e I Y

€2 Imports & Reports v Qualified Beneficiary Direct Bill New Hire
© Recent Activity An individual who has lost group health plan coverage due to a An individual who is billed 0n a regular schedule for one o more Anindividual who is a current employee and not yet receiving COBRA
qualifying event such as termination of retirement The individual plans or benefits. The billing frequency and specific types of plans or benefits.
must be a covered employee, spouse of a covered employee, or the benefits are not associated with any laws or regulations. Therefore, &
dependent child of a covered employee. Direct Bill record can be used differently for specific needs and
€] Help v business processes

gy - | B3

Questions? Call us at 888-345-7990 Option 3
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4. Complete the required fields, marked with a red asterisk, and click NEXT at the bottom

Add Qualified Beneficiary

Enter Profile Information

Employss Name: Flex UeTo Divisiors * Flex Derro.
Saktaton Phre
Choose. (@£7)6508291
Phore2

First Name *

Mo inmal Emai

mioranyEflesblebansét com

ssne

Lasa Name +
swan nan
Address® ndivdsalldeniter
123 rem st
Address2 PR
Seiect Plan Cateo

cry

Chesge Gender ¢

Statns

incie Data ol Bt

s x =

2z

0625 Benefn Grow

Cauntry

Unted States Account Strcture

Employer Custom Data
. n
I

5. Enter the additional required employee information as requested and click Save & Continue

X FLEX

# Home

Add Qualified Beneficiary

# Account v

Enter Employee Information

=

Questions? Call us at 888-345-7990 Option 3
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6. Add applicable employee benefit plans for the employee. Please add one benefit at a time at
by clicking + Add Plan

Add Plan

® Plan

' Bundle

Plan*

MIBAVO01 Blue ADV HMO

Coverage Level *
QB Only v

Plan rate for the selected coverage level is: $441.66

PLAN COVERAGE INFORMATION

18 Months of Coverage *
60 Days to Elect *
as Days to Make 1st Payment *

30 Days to Make Subsequent Payments *

COVERAGE PERIOD Editing this date changes the First and Last day of Coverage

First Day of Coverage: * Last Day of Coverage:
11/02/2010 =] 05/01/2021

7. Once all applicable plans have been added, click Save & Continue

4 Home

Add Qualified Beneficiary

# Acoount

%8 Members

Enter Plan Information
Add Member

Find Member
MIBAV001 Blue ADV HMO has been successfully added
ch Imports & Reports

+ Addpin

© Recent Activity Plans

2] Help M MEDICAL
Plantame StarDote Endoue Covwage Level nate

> MBAVOYT B ATV HOMO 1rezro osion20z a0 148166 [

Bundles

Buncle Name. Star Date Endpate Coveage Level Rate

Questions? Call us at 888-345-7990 Option 3
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8. If the Qualified Beneficiary has dependents that need to be added, please add dependent
information and click Save & Continue.

X FLEX

# Home

. Add Qualified Beneficiary

# Account

g Members.

A3 Member

Dependents
Fioapemer

P)imports B Reports v + ot Dogeadees

Name [—— Bataof Btk

9. Add any applicable subsidies and click Save & Continue. If there are no subsidies, just click
Save & Continue

O Recent Activity

Dtelp v

X FLEX

# Home
. Add Qualified Beneficiary

Subsidies

@imports kReports v +

endone P Tyve Sty Typw Subwady Aot Trgm At

10. Letter Inserts should not apply. Click Save & Continue to go to the next step

X FLEX
. Add Qualified Beneficiary

Letter Inserts

3 Member
Fina Member

2]imports & Reports
© Recent Activity

Z1Help v

==

Questions? Call us at 888-345-7990 Option 3
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11. Review any letter attachments if applicable then click Add Member to complete the
qualifyingevent.

X FLEX
# Home
7 vt . Add Qualified Beneficiary
& Members
Letter Attachments

Add Member
2 imports & Reports v Aach Narme
© Recent Activity =

) Help v

12. You will receive confirmation in green at the top of your screen that your “Member has been
successfullyaddedasaQualified Beneficiary”

X FLEX

# Home
PO . Add Member
%2 Members >
Megan Smith has been successfully added as a Qualified Beneficiary
Add Member
s Choose Member Type to Add

Bimorssrgors [

. Qualified Beneficial
© Recent Activity Y
An individual who has lost group health plan coverage due to a qualifying event such as termination or retirement. The
individual must be a covered employee, spouse of a covered employee, or the dependent child of a covered employee.

] Help v

Questions? Call us at 888-345-7990 Option 3
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How to Access and View Member Data, Status, and Payments

1. You can locate a member’s record using the Find Member option available on the Home page or
from the Members menu option.

2. You can search for members using first name, last name, SSN, Individual ID, Member ID, as well as

Member Type
K FLEX
# Home
o . Find Member
& Members >
Dimports & Reports v e w - v — m
© Recent Activity
) Help v

Member Type Home = Memserls s

3. Onceinthe member view, you can access the following information.
0 Demographics

EventInformation

Payments

Plan Enroliments

Communications

Letter Attachments

| Y s R o R s Y o

K FLEX

% Members > o

4 Hesomt v £ Debbie Granger s s

Add Member

P e 512578
ot s 57

Find Member
Individual Member
Profile

Profile cramm

Member Information ~

Plans & Bundles

Dependents o .

Subsidies Event Information -

P [ —

Payments

e e

Premiums Paid

Premiums Due

Letter Inserts

Letter Attachments

Communications

Questions? Call us at 888-345-7990 Option 3
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How to View Member Communications

1. Select Members / Find Member in the Main Menu

2. Find and select yourmember

L FLEX

# Home
o Find Member
2% Members >
Add Member First Name LastName -

Find Member
e = . =
7] Imports & Reports v =

© Recent Activity

2 Help v
Show 1 t
Member Type Name ~ Member 1d SN
> Qualified Beneficiary /V 8rown, Michae 1 XAX-XX-0999
> Qualified Beneficiary Smith, Megan 2 XXX

3. Select Communications under the Individual Member drop down in the main menu

4. Selectthe communication you wish to view.

# Home
& Account v i Employer: Flexible Benefit Service Corporation
Q  Megan Smith Sen e
Qualified Eeneficiary Member | SSN: XXX-XX-1111
& Members >
Add Member
Event Date: 11/01/2019 First Day of Coverage: 11/02/2019
Find Member
Payment Due: 11/01/2019 Last Payment Postmark Date: 12/28/2019
Individual Member
Profil Amount Due: $S435.48 Unallocated Amount: S0.00 Member Owes: S435.48
rofile
Plans & Bundles
Dependents
Subsidies Communications
Payments

Premiums Paid

Premiums Due Outgoing Mail
Letter Inserts

Letter Attachments

Communications
Date/Time Type Deseription

3/2019/ 316 PM Letter /V cOBRA Specific Rights Notice Letter

2] Imports & Reports ~

© Recent Activity

Questions? Call us at 888-345-7990 Option 3
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How to Request and View Reports

1. Selectthe Imports & Reports option in the main menu to expand and show the Accounting

Reports and Standard Report options.

X FLEX
a. Commonly used Standard Reports -
i. Member Status
ii. Qualified Beneficiary Plan Members 7 oot v Q
“&F Members v

iv. Paid Through

Imports Pamot P
Accounting Reports Atk Dee:
b. Commonly used Accounting Reports Standard Repors
. . Job Queue
i. Remittance & heatacorty Profile
£ Help v
Member
Name:

ii. Qualified Beneficiary summary

£ Imports & Reports > Event Date: 03]

2. After selecting a report option, you will be provided with a drop-down menu to choose which

report you would like to generate.

X FLEX

# Home
# Account v

& Members v

Accounting Reports

Choose Report Type [Choss= | o

ieport contains 3

£ Imports & Reports
Imparts
Accounting Reporta
Standard Reports

Job Queue

© Recent Activity

£4] Help v

ary of all payments

nium months that
er the Employsr or

Chosce app
Diract 3 Saymant Activity

Refurd Regues: S

. fzes) through = specific date. The
Remittance \ || balance that is remitted to the
Subsdy Scnedule I} Employer or Carrier is refizcted in
- the Custodial Cash Balance
Report. Running the Remittance
report is the last step in the
Femitance process

{minus booksble admin

Questions?

Call us at 888-345-7990 Option 3
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3. Complete the required fields, marked with a red asterisk, and click the Run Report button.

Standard Reports

Choose Report Type Qualified Beneficiary Plan Members ~

The Qualified Beneficiary Plan Members report contains a listing of the members under each insurance plan.

Report Settings

Employer Name: Flexible Benefit Service Corporation

Plan ALL v Include Member Plan End Dates After *

1171372010 x B

REPORT FORMAT

® @ Adobe Reader Format
@ Comma Separated Values Text File
@ Microsoft Access Database File

@ XML File

Run Report

Email Addresses to notify when Report is complete *

mlorang@flexiblebenefit com

four Report will be placed into the Job Queue and the email
ML Ul Lddresses above will be notified when it is complete.

4. Thereport will generate and be available in the Job Queue.

5. At the bottom of the page for the chosen report, you are also able to schedule a report for a
given date and time, as well as allow the report to generate continuously on a schedule.

Questions? Call us at 888-345-7990 Option 3
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How to View Communications and Messages

1. Select the Account option in your Menu bar to expand and show the Communications option.

2. From the Communications page you can view any communications provided specifically for you
such as the registration communication

X FLEX

# Home

Acc

# Account >

Employer Profile
Employer Settings ChOQ
Contacts
Plans

The Remn
Bundles
Continuation Rules
Billing Frequency R

emit

Divisions

Communications

e

& Members v
£#] Imports & Reports v Pl
© Recent Activity

7] Help v

Flex Contact Information

Questions? Contact Us!

We’'re here to help you! Please feel free to contact us with any questions.
Monday through Friday 8:00 am to 5:00 pm CST.
Phone: 888-345-7990 Option 3
Email: service@myflexaccount.com

Questions? Call us at 888-345-7990 Option 3
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