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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” 
 

 
 
Select the employee record. 
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The View/Edit Enrollments screen for the selected employee will appear.  Click on the Reactivate button. 
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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.  
 

 
 
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. 
 

 
 
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” 

 
 
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. 

 
 
Your now see that the member and family are enrolled. 
 




