X FLEX

COBRA Participant

\ Website Guide

Your guide to getting started at www.myflexcobra.com

Questions? Call us at 866-847-8774

8770 W. Bryn Mawr Ave., Suite 1290W | Chicago, IL60631 | www.myflexcobra.com



Table of Contents

How to Register on MYFIEXCOBRA ........ooi ittt ettt ettt e et e e e et e e e s tta e e e snbeeeesasaeeesesseeeeanssreaanns 3
How to Enroll for your COBRA Benefits ONIINE ......ccccuiiiiiiiiieecciee ettt eeteee s etae e str e e e e snvaee e 6
How t0 Navigate the HOME Page.....cocuiiiiiiiie ettt e s s re e e s s abe e e s s nsneeeenas 7
How to View and Update your Personal INformation ..........cceecueeecie i e 7
How to View Payments and BalanCes.......ccuuiiiiiiiiii ettt eettee e st e e sentae e e e eatae e e sentaae s sntaeeesansaeaeeans 9

oYY 01T o Yol o T=To [ LSRR 9

L N e LT LAY U a1 0 0 F=1 PP PPPRPRPRPPRS 9

o 170 0 1= ol ] € Y 2PNt 10
Lo X R do R\ | I I - 1Y 4 =T o | SO TTSP 10
How to Make @ RECUITING PAYMENT .. ..uuiiiiiiiiiiiciiee ettt ettt e e e svte e e tae e e e bae e e eabae e e s saateeeesnnaeeeesaneneas 12
How to Update Log In Information or Communications Preferences .......ccccveeeccieeecccieeeccieeee e 13
How to View COBRA COMMUNICATIONS ..ceiiiiiiiiiiiieeeeeiiiee ettt e s e s e s s e s s e e s nnnee s 13
How to View your COBRA EIECLION ...c..viiii ittt ettt ettt ettt e e s s aae e e s aaa e e s sasbeeesssreeassnnaees 14
Flex Contact INFOrMEation .....co.eiiuiiiieee ettt sttt et e bt e sbe e st e et e e be e ebe e beesaeeeaeas 14

Questions? Call us at 866-847-8774

8770 W. Bryn Mawr Ave., Suite 1290W | Chicago, IL 60631 | www.myflexcobra.com



How to Register on MyFlexCOBRA

1. You will receive a New Member Login Notice containing your registration code. If you have not
received a New Member Login Notice, please contact Flex Customer Service at 866-847-8774.

2. Go to www.myflexcobra.com and click Log In.

X FLEX

RESOLIRCES CONTACT US

Welcome to
My Flex COBRA

Eesily manage your COBRA services online
wilh real-lime information available 24/7.

Tof avy g mmy

1. Select “New User Registration”
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New to

Flexible Benefit Service Corporation?
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2. Enter your registration ID and SSN, then submit registration.
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3. Accept the New User License Agreement and click Submit.
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4. Set up your username and password. Click Submit & Create Account.
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5. Check the box to accept the terms and conditions and click Add Election.
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How to Enroll for your COBRA Benefits Online

1. After registration, if you have not submitted an enrollment form, you will be directed to enroll
online for your COBRA benefits.

2. You will be able to choose the benefits you wish to elect as well as the coverage level for each
benefit.

X FLEX

Last Login: Mov 13, 2019 a1 0351 PMCST |

YOUR INFORMATION

Migan Smith

PRODUCT INFORMATION

Eleet Election End  Ceverage Dependent
Proeluct Mams Rulationship Prorated Amonnt @ Amound
All Date @ Leval Name
Ear Jan 12,2020 QBOnly v - 43548 S4
Totak NiA HiA

3. Once you have completed your election you will be directed to your member portal Home Page.
**If you do not complete your election, you are not able to access any additional
information online until the enrollment is completed. **
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How to Navigate the Home Page

1. Refer to the Main Menu on the left to access your personal information, view or update
payment information, update communication preferences, view communications and

election information.

2. You can also view your balance and make a payment directly from your home screen.

B PROFILE

S PAYMENT INFO

o PREFERENCES

B COMMUNICATION ACTIVITY

W MESSAGES

krex T

Last Login: Nov 13, 2018 at 03:34 PM CST
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rext payment of $435.43 is cus Nov 04, 2019

How to View and Update your Personal Information

1. Refer to the Profile drop down in the main menu and select Personal Info

& PROFILE
| PERSONAL INFO
7 PRODUCT

REGISTRATION INFC

S PAYMENT INFO

AYMENT SCHEDULE

9 PREFERENCES

LOGIN

OMMUNICATIONS
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Last Login: Nov 13, 2019 at 03:34 PM
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2. Click on the yellow pencil to make updates to your demographic information.

ER PROFILE
PERSONAL INFO
PRODUCT SELECTIONS
REGISTRATION INFO
$ PAYMENT INFO
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= COMMUNICATION ACTIVITY
M MESSAGES

[ ELECTION

Your next payment of $435.48 is due Nov 01, 2019

\$ RECURRING PAYMENTS

s MAKE PAYMENT

E Profile
MEGAN SMITH

Address FPhone
123 F (847) 6296800

S5N
Kx=Kx=-1111

Client Individual 1D
Flexible Benefit Service Carporation
Div: Flex

Emall

Mexiblebenelit.com

jo
Birth Date
Jul 14, 1984

Member ID

2

3. To View your benefit options, refer to the Profile drop down in the main menu and select

Product Selections

4. Here you can view your benefit selections, coverage dates, and balances.

X FLEX
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0L ELECTIONS
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$ PAYMENT INFO

% PREFEREMNCES

E COMMUNICATION ACTIVITY
W MESSAGES

4 ELECTION

Last Login: Now 13, 2019 at 03:34 PM C2T Sign out

‘Your niext payment of $435.46 Is due Nov 01, 2012

L‘\ RECURRING PAYMENTS

E Profile

PRODUCT SELECTIONS
Product Type Coverage Effective Date Amount
MIBAVOOT Blue ADV HMO Medical QB Only Now £2, 2018 §450.49

Mote: Amoun's calculated based an perod starting Dec 01, 2018,

Subsidy Amt.Due

$0.00 $450.49
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How to View Payments and Balances

1. Click on the Payment Info drop down in the main menu to view your payment schedule,
payment summary, recurring payments or payment history.

Payment SChed}H;GW. Bryn Mawr Ave., Suite 1290W | Chicago, IL 60631 | www.myflexcobra.com
The payment schedule provides a chart of your monthly amounts that have been paid and balances

for future months of coverage.

xriex
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B4 ELECTION
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Payment Summary
1. The payment summary provides your most recent and upcoming payment information.

X FLEX

Jebigle Geanger  LaatLogin: Moy 13, 2010 a1 11:65 AM 5T

OUT T ATIANT 0 43,5040 5 1A EACT 07, AT
B PROFLE

Pr— \$ MU PR
§ PAYMENT INFO 3
$ Payment Information

PAYMENT SUMMARY

o PREFERENCES

Paymand Summary Nt Paymant

= ICATION ACTMITY

- 5 | ast Wetet Payment M Nk el . 303

Do 49, 2019

[ ELECTION L
$3.500 %

Questions? Call us at 866-847-8774

8770 W. Bryn Mawr Ave., Suite 1290W | Chicago, IL60631 | www.myflexcobra.com



Payment History ﬁ
X FLEX

1. Past payments can be reviewed from the Payment Info

selection. Debbée Granger  Last Login: Nov 1, 2019 at 08:54 AM O
2. The payment schedule shows payments that have been Hi PROFILE
made, what your next payment is, and your payment

schedule after that. =

3. The payment summary shows, in brief, the last payment 4
% PREFEREMCES
made and the next payment to be made, as well as

providing the option to make a payment. MM

W MESSAGES

[~ ELECTION

4. The payment history shows each payment that has
been made as separate line items.

How to Make a Payment

1. The option to make a payment is available from the Make Payment button on both the home
page as well as the Payment Summary page under the Payment Info selection.

2. Select your preferred method from the following payment option
a. Credit or Debit
b. Checking or Savings account
c. Check or Money Order through the mail

X FLEX

AMCST | St

s Lazt Logim Nav 1, 2010

® MAKE APAYMENT ) PAYMENT METHOD

Questions? Call us at 866-847-8774
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3. When selecting the check or money order through mail payment method, you will be directed
to a form that can be printed and mailed along with your check to the address provided on the
form.

MAIL PAYMENT

Review your payment infermalion then mail the check or money order as specified below. Ensure thal your paymenl is postmarked by lhe due dale,

Method Of Payment Pay Information

Mail Payment Amount: $435.48
Paymenl Dale: Nov 19, 2019

Premium

should be re

your paymen include your Member ID in the memo line of your check or money order:

Your Account Remit to Address
Memberld 2 Flexible Benefil Service Corporafion
MemberSsn: 00-xx-1111 PO Box 2626

Omaha NE 68103

CLOSE B PRINT

4. When selecting the Credit or Debit Card or Checking or Savings payment methods, you will
need to select to pay the full amount or pay another amount and click next.

PAYMENT AMOUNT

Pay full amount for the Next Premium Month Due: $435.48

Pay Cther Amount:  $

CANCEL

5. You will be notified of any applicable fees for the payment method selected. **There is a $20
additional fee for one-time credit, debit, or ACH payments** There is no Fee for recurring ACH
payments.

Questions? Call us at 866-847-8774
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e Grangel  LastLogin. Nov 26 2019 at 0141 PMCST | Signout

PAYMENT AMOUNT
Pay full antoant for s Newd Premivm Monlh Due. $5.528.28
Pay Dtha® Amount  §

6. Next you will need to enter in your payment information as requested and click next

K FLEX

SCEI AN CST | S

PaTME

7. Finally, review your payment information and submit your payment.

How to Make a Recurring Payment

1. The Recurring Payments option is available from the home page and under the payment info
options.

2. Select I will pay by Checking or Savings Account to set up electronic payments.

3. Selecting electronic payments will bring you to a screen to fill in your bank account information.

4. After completing the payment info fields click NEXT to submit your recurring payment.

Questions? Call us at 866-847-8774
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How to Update Log In Information or Communications Preferences

1. Refer to the Preferences section of the main menu and click on LOGIN to update your
email address or MyFlexCOBRA password

2. Refer to the Preferences section of the main menu and click on Communications to
update your communication preference.

3. Here you can select to receive communications Via Email or Via United Sates Postal
Service (Please note that select COBRA communications require mailing through United
States Postal Service.)

X FLEX

Ceanger  Lastlogin Nov 1, 2019 a1 00:54 AMGST | Sign out
Yiour need paymend of $3,.528.25 is dee Oct01, 2009
B PROH =
® PAYMENT INFO
roer @& Preferences
" o COMMUNICATIONS
=1 COMMUNICATION ACTIVITY
Ransive Commumications @
W MESSAGES
& ELECTION

How to View COBRA Communications

1. Refer to Communication Activity in the Main menu to view the dates and copies of all
your Flex COBRA communications.

X FLEX

Deotie Granger  LastLogin: Now 12018 at D28:58 AMCST | Sign it

Your et eyt of 83,628.28 i due OOt DN, 2018
B PROFILE

S=——
$ PAYMENT HFO
o PREFERENCES
=2 COMMUNCATION ACT-\.rwl E Communication Activity
B MESSAGES

Late COMMUNICaton TYpe

4 ELECTION

Questions? Call us at 866-847-8774
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How to View your COBRA Election

1. Click on the Election section of the main menu for an overview of your COBRA plan elections,
including coverage level and amount in the election selection.

MUNICATION ACTIVITY

ACES

il of $436.48 i due Now 01, 2049

" RECURIRING PAOMENTS:

YOUR INFORMATION

PRODUCT INFORMATION

ke

Last Login: Now 13, 2019 at 0334 PMCIT | ign oul

Relationship Prosated Amount @ Amount

41540 545049

Tokal: S43548  $450.43

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: 866-847-8774

Email: service@myflexaccount.com

Questions?

Call us at 866-847-8774
Page | 14
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