Reinstate / Reactivate an Employee

When you have an employee, who has been terminated, and now has been re-hired or needs to be
enrolled in COBRA, the employee must be reactivated. The Web Enrollment tool holds all past
information on employees, including those that ate terminated, the terminated employee is just in an
inactive (terminated) status. We ask that you “Find Employee Record”
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Administrative changes can be made through the following links.
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Select the employee record.
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The View/Edit Enroliments screen for the selected employee will appear. Click on the Reactivate button.

Employee Dverview

File Edit “iew Favorites Toolz  Help

ozoft Internet Explorer

< Back -~ = - £} ﬁ-| QA Seach [ Favoites G Media @l%v S - & A <]

Address I@ hitps: //test. empoweredbenefits. com/ebadminsmplermployer/employes_detail jsp

VW ED ENMULLMEMT IRALMLING

January 1, 2008-December 31, 2008 -

Main Menu

Change Company
Find Ermployes Record
Add Mew Employes

RN ST

Log Cut

Bright, Sue

Audit |
Add Dependent |
Reactivate |
Yiew fEdit Wiew /Edit Wiew [Edit
Enrollment(s) Demographics & Class Dependents(s)

Review and Modify Employee™

To modify a product, please click on the arr

Date of Hire: 06/01/2008

Employee Class: COBRA

Click to Enroll Product Coverage Pri
g |w Enroll in Medical Mot Enrolled
Plan
To Add/Modify
Enrollment
1. [Choose Product =1 i
1| | »
k€l [ 1[5 @ intemet
45

Revised 08/5/08

Benefit Administrator Guide



The system will then ask you to input the employee’s new hire date. The new hire date is actually the
date that they start their insurance coverage again. If the member is being reinstated on COBRA, the
date will be the date they start COBRA.
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Please enter the new hire date for this employee
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Input the date and hit continue. You will receive a screen that says that the Employee has been
reactivated, but enrollments need to be updated. You will notice that the employee is not enrolled.
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1. Choose the Product in which the employee is to be enrolled.

/3 Employee Dverview - Microsoft Internet Explorer

File Edt “iew Favaorites Tool: Help |
GiBack » = - £ ﬁ| Q) Seaich [ Favaites  EfMedia £ | Eh- S M - & 44 ]

Address IQ hittps: / ftest empaweredbenefits. com/ebadmin/R eactivate j 6} Ga

Date of Hire: 06/01/2008
Employee Class: COBRA

Monthly
tlick to Enrall Praduct Coverage Price Company

Contribution
g |w Enroll in Medical ot Enrolled
Plan

To Add/Modify
Enrollment

PPO 4000
HMC 2000
Action Name | Relationship

Start/Change | Coverage End
Date Date

O Mo Change vl gzzh“ Employee | | |Se|edaChange F_|

Add All Dependents Drop All Dependents

Q Mo Change 'l JBO”eght‘ Spouse | | ISeIectaChangeF
° Mo Change vl ngrht, Child | | |Se|e|:taChangeF

3. Comments:
-
L

idd additional comwents here ;I
| ' 3
&) TS [ intemet

thange Reason

As soon as you choose the product, the start Insurance date field will highlight to let you know that you
must enter the enrollment date in this field.
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If you wish to add additional family members change their action to “add to Coverage”

3 Employee Overview - Microzoft Internet Explorer
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The effective date will autofill on the dependent’s record.

If you would like to note a comment, you may use field 3.

Now you will need to save your election , by hitting the save election button in field 4.
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Your now see that the member and family are enrolled.
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