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Welcome to the COBRA Dependent Only tutorial.  In this tutorial, you'll learn how to enroll a 
dependent of an existing employee in COBRA coverage. 
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Also, please note that your screens may be a bit different from the ones you'll see in this tutorial.  
The difference depends on your contractual agreement. 
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Finally, remember that all sample information you'll see in this tutorial is fictitious.  Any resemblance 
to existing individuals or companies is purely coincidental. 
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In some cases, there is a need to enroll only a dependent with COBRA coverage.  To do this, you 
must first terminate coverage for the dependent.  Refer to the Terminate tutorials for more 
information. 
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After the dependent's regular coverage is terminated, you then enroll the dependent in COBRA as 
an employee, similar to adding a new employee.  Refer to the Add Employee tutorial for more 
information. 
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To begin, select the Enrollment menu option. 
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A second menu bar appears.  Select the Add menu option. 
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A final menu bar appears.  Click the Employee menu option. 
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The Select Group drop-down menu appears.  This menu displays the list of groups currently 
available.  Roll your cursor down the list, and highlight the appropriate group. 
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The group you selected now appears in the Select Group field.  After selecting the group, click the 
Continue button to go to the Add Employee page. 
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The Add Employee screen displays. 
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In the appropriate fields, enter the month, day, and year that COBRA coverage will begin as the 
Original Effective Date.  You can press the tab key to move to the next field. 
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The Original Effective Date must be the same as the dependent's termination date.  In this example, 
the dependent's Termination Date is 7/1/07.  Therefore you will enter 7/1/07 for the Original 
Effective Date. 
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Be sure to check the COBRA box to properly enroll the dependent in COBRA coverage. 
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Click the Continuation Enrollee Type drop-down menu. 
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The Continuation Enrollee Type drop-down menu appears.  The second and third options are the 
ones that apply to dependents.  Let's look more closely at these two options. 
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Use the highlighted option if the dependent spouse enrolls in COBRA without the employee.  To 
add dependent children, enroll the spouse first, then refer to the Add Dependent tutorial for adding 
dependents. 
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Use the highlighted option for a child or children enrolling in COBRA without the employee, parent 
or guardian. 
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If there is a need to enroll more than one child with COBRA, enroll the oldest child first using this 
option.  Then enroll the other children as dependents.  Refer to the Add Dependent tutorial. 
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In this example, we will enroll the spouse continuing as the employee.  Upon selecting that option, 
click on the Continue button. 
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The Employee Information tab displays.  Enter the dependent's Social Security Number in the SSN 
field. 
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Click the Continue button. 
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The Demographic Information tab displays.  Required fields are marked with an asterisk.  Scroll 
down to display all fields. 
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Select "Special" as the Enrollment Reason when enrolling a member in COBRA coverage. 
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Once all of the required fields are entered, click on the Continue button. 
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The Product Information tab displays a list of available products and related information.  Use the 
Coverage Select check box to select the desired products. 
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Also, if the Assign Physician button displays, you must assign a primary physician.  Refer to the 
Add Employee tutorial for more information.  Click the Continue button after you have verified the 
products. 
 

 
 

 



COBRA Dependent Only Wednesday, August 01, 2007

 

Page 28 of 31 

 
The Other Insurance tab displays.  Scroll down to complete all required fields and click the Continue 
button. 
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The optional COBRA Information tab displays.  This page is view-only and displays so that you can 
verify the COBRA Effective Date and Enrollee Type.  Click the Submit button to save the data. 
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After you click the Submit button you should see a message like this one.  It confirms the 
transaction was successful.  However, if you receive an error message, follow the instructions to 
correct the error. 
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Congratulations!  You've completed the COBRA Dependent Only tutorial.  In this tutorial, you 
learned how to enroll the dependent of an existing employee in COBRA using Employer eServices. 

 
 

 


