COBRA Web-Employee

Employee Below you will find a step-by-step guide to aid you in the new

R Ole on-line COBRA. We have developed this new feature to make
things a little easier on you by offering paperless COBRA
Administration! This feature will provide the following:

EMPLOYEE ROLE:

*Edit Employee — Name and Address
*Add Dependent — Name and Address
*Edit Dependent — Name and Address

Log On To the System

1.Log on to MyRSC.com.

iﬁii Contacts COBRA

¥ Home

ou are
¥ Account History Employe:
b Life Events
¥ Forms

¥ About Cafeteria Plans Hello Glenn

¥ Documents

» Enrollment Weicome to your private website,

¥ COBRA Benefit History YOUR Online Resource Service Center!
¥ Benefit Plans

Hereyou can ...

Learn how yaur Benefit Plans wark!

See your Account History and Current Balances.
Download any forms you need.

Find outwhen you can change your elections in mid-year.
And much more as you experience your site.

Mavigate yaur site by clicking the Tabs atthe top of each page aor by clicking the
¥ Links an the left side of each page.

To find aut: YWho to cantact for your benefit plans?
Click on the Contacts Tab above.
Here you can find out . ..

e MName

e Address

« Fhone Mumber
e FaxMumber

e E-mail Address

Privacy Staternent | Terms of Service

2.Select the COBRA Tab.
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Benefits Contacts COBRA

» Home “ou a
» COBRA Benefit History Employ
* Family Members

k Transactions COBRA

COBRA Benefit History
Family Members
COBRA Transactions

The Employee COBRA tab provides the following:
*COBRA Benefit History — View current COBRA Status

*Family Members — Ability to Search for Employee and
Dependent information

*Transactions — Ability to Search for Employee and
Dependant Transaction Status

Emails

The TPA, Employer and Employee will receive an email once
per day to alert them of unprocessed transactions (anything not
processing... or processed). The employee will receive an email
if the email address has been added to the employee screen.

This is the email matrix outlining who will receive an email for
each type of transaction status:

Table 1:

Status Notify TPA | Notify ER Notify EE
Created by | Yes/No Yes No
Employee
Created by | Yes/No Yes No
Human
Resources
Created by | Yes No No
Third Party
Administra-
tor
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Table 1:

Status

Notify TPA

Notify ER

Notify EE

Denied by
Human
Resources

No

No

Yes

Denied by
Third Party
Administra-
tor

No

Yes

No

Approved
by Human
Resources

Yes

No

No

Approved
by Third
Party
Administra-
tor

No

No

No

Sent Back
to
Employee

Yes/No

Yes

Sent Back
to Human
Resources

No

Yes

No

Resubmit-
ted by
Employee

Yes/No

Yes

Resubmit-
ted by
Human
Resources

Yes

No

No

Process-
ing...

No

No

No

Processed

No

No

No
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Sample Email:

This notification was sent to inform you that you have Online
COBRA Transaction(s) that have not been fully processed:

1 transaction(s) is/are Denied By Human Resources
2 transaction(s) is/are Sent Back To Employee

Please visit http://www.myrsc.com to review this/these Online
COBRA transaction(s).

Sample Emails with Archived Transactions
Settings:

RSCSQL-TEST — Test Employee ,

This notification was sent to inform you that you have Online
COBRA Transaction(s) that have not been fully processed:

1 transaction(s) is/are Denied By Human Resources

You may review and resubmit the transaction(s) for re-evalua-
tion by your Human Resource(HR) Department. This/These
transaction(s) will be considered resolved if not resubmitted
back to your HR Department within 7 days. After 7 days, this/
these transaction(s) will be archived and new transactions will
need to be created.

Please visit http://www.myrsc.com to review this/these Online
COBRA transaction(s).
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Search Employee and Dependent Informa-
tion
1. Click on the COBRA tab.

2.Click on Family Members.

i Contacts [Eeel:1:TN TPA
k | Change Password |

I “fou are logged in as Glen

enefit History Employee for TPA TEST (30

imhers

ons

Family Members

Home | Cobra Transactions

New Transaction: | Add Dependent

Person / Family DEP 55N

Ford , Glenn 212119099
Ford , Melinda 212119099 212119991
Ford |, Missy 212119099 212119092

Home | Cobra Transactions

3.Select Family Member.

Add Dependent

1. From the New Transactions field, select Add Dependent

2. Select Add Dependent.
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s Contacts [ee]:TY TPA

| Change Password |

] “fou are logged in as Gle
Jenefit History Employee for TPA TEST (3

embers
ions

Family Members
Home | Cobra Transactions

New Transaction:

Add Dependent »
il 0
Edit Employes

Edit Dependent

it
DEP 55N

Ford , Glenn [Pemdi 212119999

Ford , hielinda 212119999 212119991
Ford , hissy 212119999 212119992

Home | Cobra Transactions

3. Click Next.

4.The fields with an asterisk are required. Fill out the form
below and click Next.

ts  Contacts [EEELE TP}

| Change Password

“fou are logged in as Gle

Benefit Histary Employee for TPA TEST (3
fembers
tions )
Add Dependent Wizard
55N Relationship *
Child v
First Name * hdl Last Name *
Ford
Address Line 1
1012 Cantiill Foad
Address Line 2
City " State * Zip Code
Little: Fock, Arkansaz M| 72227
D ate Of Birth Gender
v
Home Phone Fax Email

e[

== COBRA Transactions

Privacy Staternent | Terms of Service
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(NOTE: The date fields must be mm/dd/yyyy. If this format is
not used, this information will appear at the top of the screen.)

- Contacts

COBRA TPE

| Change Password

“fou are logged in as Gle

Benefit History Employee for TPA TEST (3

fembers

tions )
Add Dependent Wizard
55N Relationship *
233112222 Child v
First Hame * hdl Last Hame *
Johaz Ford
Address Line 1
1012 Cantrill Road
Address Line 2
City " State * Zip Code
Little: R ock Arkanzaz M| 72227
[rate Of Birth Gender
1141342005 0~
Home Phone Fax Email

(e I(

== COBRA Transactions

Privacy Staternent | Terms of Service

5.The Select a Status field will default to Created by Employee.
Click Next.

- Contacts

COBRA TPE

| Change Password

% “fou are logged in as Gle

Benefit History Employee for TPA TEST (3
fembers

tions

Add Dependent Wizard

Select a Status
Created By Employes »

Send Initial Notice;

Comments

History

(e (o)

== COBRA Transactions

Privacy Staternent | Terms of Service
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6.Click Finish to complete the action.

ts  Contacts [Ee::TY TPL

| Change Password

“fou are logged in as Gle

Benefit Histary Employee for TPA TEST (3
lemhers
tions X
T tion: Add Dependent Status:
Employes: Glenn Ford Dependent:Jonas Ford

Add Dependent Wizard

Would you like to do any of the following?

[Edit Employee]
[Add Dependent]
[Edit Dependent]

(e ) (oo

== COBRA Transactions

Privacy Staternent | Terms of Service

Edit Employee

1.From the New Transaction Field, select Edit Employee. Click
Next.

ts  Contacts [ee::TY TPL

| Change Password

N “fou are logged in as Gle
Benefit History Employee for TPA TEST (3
fembers
tiong

Family Members

Home | Cobra Transactions

New Transaction: | Edit Employee v
dd Dependent |

Iy
‘Edit Emplovee ]

EE 55h DEP 55N

Ford , Glenn [Pemdi 212119999
Ford , Melinda 212119099 212119991
Ford |, Missy 212119099 212119092

Home | Cobra Transactions
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2.Change or add information and click Next.

s Contacts [ee]:1:¥Y TP£

| Change Password

] “fou are logged in as Gle
Benefit History Employee for TPA TEST (3

fembers
tions

Edit Employee Wizard

*

SSH
212119993

First Hame * hdl Last Hame *
Glenn Ford
Address Line 17*

1012 Cantrill Road

Address Line 2

City * State Zip Code *
Little Rock Arkanzaz | T2
[ate Of Birth Crate Of Hire Gender
2/10/1968 A
Home Phone Wok Phone Email

(e I(

== COBRA Transactions

Privacy Staternent | Terms of Service

HE
s Contacts [ TPA

| Change Password |

“fou are logged in as Gle

Jenefit History Employee for TPA TEST (3
embers
iong
Edit Employee Wizard
SSH
212119993
First Hame * hdl Last Hame *
Glenn Ford
Address Line 1
1012 Cantrill Road
Address Line 2
City " State * Zip Code
Little: R ock Arkanzaz M| 72227
Date Of Birth Drate Of Hire Gender
2/10/1968 1.0 /2008 v
Home Phone Wotk Phone Email

(e IC

== COBRA Transactions

Privacy Staternent | Terms of Service
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3.The Select a Status field will default to Created by Employee.

s Contacts [EGTY TP£
| Change Password

I % “fou are logged in as Gle
Benefit History Employee for TPA TEST (3
fembers
tions )

Add Dependent Wizard

Select a Status

Created By Emplopes % Send Initial Notice;
Comments
History

(e (o)

== COBRA Transactions

Privacy Staternent | Terms of Service

4.Click Next.

5.Click Finish to complete the action.

ts Contacts [ee]:1:¥.Y TP

| Change Password

“fou are logged in as Gle

Benefit Histary Employee for TPA TEST (3
lemhers
tions X
T tion: Add Dependent Status:
Employes: Glenn Ford Dependent:Jonas Ford

Add Dependent Wizard

Would you like to do any of the following?

[Edit Employee]
[Add Dependent]
[Edit Dependent]

(e ) (oo

== COBRA Transactions

Privacy Staternent | Terms of Service
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Edit Dependent

1.From the New Transaction Field, select Edit Dependent and
click Next.

s Contacts [ele]:1:TY TPA

| Change Password
] “fou are logged in as Gle
Benefit History Employee for TPA TEST (3
lembers
lions

Family Members

Home | Cobra Transactions

New Transaction: | Add Dependent +

Add Dependent
E dit Empl

DEP 55N

Ford , Glenn [Pemdi 212119999

Ford , hielinda 212119999 212119991
Ford , hissy 212119999 212119992
Home | Cobra Transactions
2.Select a Dependent and click Next.
ts  Contacts [Eee]=1:¥Y TPf

| Change Password
I “fou are logged in as Gle
Benefit Histary Employee for TPA TEST (3
lemhbers
tions

Edit Dependent Wizard

Select a Depender

IFord . Mefinda [2121199391) %
Ford . Missy [212113332)

(e I(

== COBRA Transactions

Privacy Staternent | Terms of Service
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3.Change or add information and click Next.

s Contacts [Ty TPA

| Change Password

“fou are logged in as Gle

Benefit Histary Employee for TPA TEST (3
lembers
tions X
T tion:Add Dependent Status: Created By Empl [Recert]
Employes: Glenn For Dependent:Jonas Ford
Add Dependent Wizard
55N Relationship *
233112222 Child v
First Hame * hdl Last Hame *
Johaz Ford
Address Line 1
1012 Cantrill Road
Address Line 2
City " State * Zip Code
Little: R ock Arkanzaz M| 72227
D ate Of Birth Gender
1141342005 M v
Home Phone Fax Email

Cancel ] [ Delete ] [ < < Back ] [

== COBRA Transactions

4.The Select a Status field will default to Resubmitted by
Employee.

s Contacts [REeTY TPA

| Change Password

“fou are logged in as Gle

Benefit History Employee for TPA TEST (3
lembers
tions X
T tion:Add Dependent Status: Created By Empl Recant
Employes: Glenn Ford Dependent:Jonas Ford
Add Dependent Wizard
Select a Status

Resubmitted By Employes » Send Initial Notice:

Comments

History
Created By Employee (Glenn Ford ) an 121452005 8:15:14 Al

Cancel ] [ Delete ] [ < < Back ] [

== COBRA Transactions

Privacy Staternent | Terms of Service
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5.Click Finish when the action is complete.

ts Contacts [T by TP/

| Change Password

“fou are logged in as Gle

Benefit Histary Employee for TPA TEST (3
fembers
tions
T tion:Add Dependent Status: Created By Empl Recant
Employes: Glenn Ford Dependent:Jonas Ford

Add Dependent Wizard

Would you like to do any of the following?

[Edit Employee]
[Add Dependent]
[Edit Dependent]

(o) (oo I

== COBRA Transactions

Transactions

1.From the Home (Main) Screen on the COBRA tab, click on
Transactions.

s Contacts [ee]:TY TPA

| Change Password |

| “fou are logged in as Gler
Jenefit Histary Employee for TPA TEST (3!
embers
ions

COBRA Transactions
Home | Family Members

New Transaction: | Add Dependent

@ view Recent Transactions O Wiew Archived Transactians
Status: v

Date Range: | D - | D

Approve Transacton Person EE 55N DEP 55N Current Status Date Created Cg
Edit Employee Glenn Ford 212119999 Created By Employes 122005
[ Edit Empl Add D dent Edit [ dent ]

Add Dependent Jonas Ford 212119999 233112222 Resubmitted By Employee 12/14/2005
[ Edit Empl Add D dent Edit D dent ]

Needs Attention

Needs Immediate Attention
. ApprovedProcessing

Processed

Home | Family Members
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(NOTE: The Color will provide you with the status of the
transaction.)

Needs Attention

. Meeds Immediate Attention
ApprovedProcessing
Processed

Home | Family Members

After these transactions have been reviewed by Human
Resources, the current status will need to be Approved by
Human Resources.

i Contacts [Meel:1:¥ TPA
| Change Password |

— “fou are logged in as Glen
enefit Employee for TPA TEST (30

imhers
ong

COBRA Transactions
Home | Family Members

New Transaction: | Add Dependent

@ view Recent Transactions O Wiew Archived Transactians

Status: v

Date Range: | D - | D

Approve Transacton Person EE 55N DEP 55N Current Status Date Created Co
Edit Employee Glenn Ford 212119999 Approved By Human Resources 12452005
[ Edit Empl Add D dent Edit [ dent ]

Add Dependent Jonas Ford 212119999 233112222 Approved By Human Resources 12/142005
[Edit Empl Add D dent Edit [ dent ]

Needs Attention
. Meeds Immediate Attention
. ApprovedProcessing
Processed

Home | Family Members

There are two settings on the Transactions screen:
View Recent Transactions (This is the default)
View Archived Transactions

To view Recent Transactions, click on View Recent Transac-
tions.

To view archived Transactions, click on View Archived Trans-

actions

When either setting has been selected, you can use the search
fields to narrow your results.
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» Search by Status
* Search by a Date Range

Once you have entered your search criteria, click on search to
get the results.

COBRA Benefit History Screen

If you are a COBRA participant, you will be able to view when
COBRA payments were received, as well as payment due dates/
amounts and the status of COBRA coverages from this screen.

s Contacts [ee]:1:¥8 TPA
| Change Password |

] “fou are logged in as Gler
lenefit History Employee for TPA TEST (319

amhbers

& COBRA Benefit History for Glenn I%ord

Wiew Payments

Total Due

Due Amount $0.00
Coverage Tier Employee + Family
Covered Members Glenn , Melinda , Missy
Current Due Date 12/01/200%
Current Amount Due $0.00
MNext Due Date iR
Next Amount Due [T
Paid Through Date 01/01/1200

COBRA Dates
HMO Medical Plan

Coverage Tier Employee + Family
Covered Members Glenn , Melinda , Missy
Current Due Date 12/01/200%
Current Amount Due $0.00
MNext Due Date iR

Next Amount Due [T
Paid Through Date 01/01/1200

COBRA Dates



