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Introduction 
 

BeneDirect by WageWorks Client View allows client administrators to perform tasks related 
to their COBRA and/or Direct Bill plans, including: 
 

• Managing Website Security 
• Administering Participant Services 
• Reviewing Company Information 
• Viewing Reports 
• Using the Reference Library 
• Using Help 
• Obtaining Additional Services 

 
This guide provides information about the BeneDirect Client View user interface and detailed 
procedures for performing these and other tasks. 
 
 
 

Audience for this Guide 
 

This guide is written for system administrators or technical resources involved with 
maintaining BeneDirect Client View for their company. 
 
This guide is not intended to be a tutorial. 
 
You should be comfortable using a graphical user interface and a web-enabled application. 
 

What’s in This Guide 
 

This guide covers the following topics:  
 
“Introducing BeneDirect Client View,” provides an overview of the BeneDirect Client View 
user interface and detailed instructions for using it. 
 
“Managing Website Security,” provides detailed instructions for defining security for the 
website. 
 
“Administering Participant Services,” provides detailed instructions for administering 
participant services through the website. 
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“Reviewing Company Information,” provides detailed instructions for reviewing and 
changing company information through the website. 
 
“Viewing Reports,” provides detailed instructions for viewing and printing reports through 
the website. 
 
“Using the Reference Library,” provides detailed instructions for using the reference library 
that’s available on the website. 
 
“Using Help,” provides detailed instructions for using the online help associated with the 
website. 
 
“Obtaining Additional Offerings,” provides an overview of how to obtain additional COBRA 
services. 
 
A glossary is also provided. 
 
 
 

Related Documentation 
 

This guide covers the information necessary for performing administrative tasks related to 
COBRA plans. 
 
You can find additional documentation by accessing the online help in BeneDirect Client 
View. 
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Documentation Conventions 
 

Table 1 describes the documentation conventions used in this guide. 

Table 1.  Documentation Conventions  

Documentation Convention Description 

Bold In procedures, user interface items 
that you select, click, or enter 
information for are shown in bold. For 
instance, tab names, buttons, and 
field names. 

Command Indicates that you should type the 
command on your computer. 

 
Signifies important additional 
information. 

 
Signifies very important additional 
information. 

 
Identifies helpful—but not 
necessary—information. 

 
Signifies that a failure to follow the 
recommended procedure could result 
in a loss of data or could result in the 
product not performing properly. 

 Used to indicate either of the 
following: 
•  You can find additional information 

in the online Help 

•  You can find additional information 
on interface shortcuts and tips in 
the user’s guide. 

Company Definitions ~ Organization 
Definitions 

At the beginning of a procedure, 
shows the path or navigation to a 
process or task. 

People ~ Personnel Actions ~ Change 
Employee’s Job/Position ~ Change 
Job Position 

Within text, shows the path or 
navigation to a process, task, or tab. 

 
                What’s next 

 

Indicates that you have reached the 
end of a chapter. If additional 
information is available, it is noted 
after this convention. 

 

 

?
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Table 1.  Documentation Conventions (cont.) 

Documentation Convention Description 

 
                More info 

For a description of the fields  
on this tab, press F1. 

Indicates where you can find a 
complete description of every field on 
a tab.  
This convention is placed either to the 
left or, less often, to the right of a 
screen illustration. 

 

  

Lists each step in a multi-step 
process, and indicates which step the 
current section is documenting. 
In this example, the third step is 
currently being documented. Note that 
this step is highlighted in bold and is 
preceded by an elliptical.  

 
 

 

Providing Comments 
 

We welcome your comments and suggestions about this guide. You can provide comments 
by giving feedback to your BeneDirect by WageWorks Client Service Team. 
 
 

 
 

You have finished about this guide. The next section introduces the BeneDirect client view. 
 

’  
 

 
 
 
 
 
 

i  
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Introducing BeneDirect Client View 
Page Topic 

11 Introduction 

11 Accessing the BeneDirect by WageWorks Website 
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Introduction 

This chapter provides an overview of the BeneDirect Client View user interface and detailed 
instructions for using it in the following sections: 

• Accessing the BeneDirect by WageWorks Website

• Establishing New Users

• Navigating within the Welcome Page

• Customizing Your Website Profile

Accessing the BeneDirect by WageWorks Website 
The BeneDirect by WageWorks website is easily accessible through most web 
browsers at https://benedirect.wageworks.com.  

Client View 

Both our clients and their participants use the same landing page to login to BeneDirect by 
WageWorks website. The Client view of the website can be accessed via the Corporate 
Client Login section by entering a User Name and Password and clicking the Login button. 

11 
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Username and Password 

WageWorks will establish a user name and password for a designated primary contact 
within your organization. All initial user names and password are distributed via e-mail. 
Once the primary contact is able to login, they will be able to establish additional 
users online.  NOTE:  Your password will expire every 90 days and must be changed.

Forgot Password Function 

In the event that you forget your password, you may choose the Forgot Your Password? 
Link found on the login page. This link will direct you to the Password Hint page, where you 
can enter your e-mail address to receive your password hint via e-mail. The e-mail address 
must match one that is on file in the system. 

To retrieve a forgotten password, do the following: 

1. Click the Forgot Your Password? link on the login page.
2. Enter your email address in the space provided.

3. Click the Submit button. The hint you created during Establishing New Users will be
emailed to you.

Establishing New Users 

The first time you logon to the website, you will be directed to our New User Welcome 
Page. On this page you will find a listing of our website features and functionality our terms 
of use, and a link that will allow you to change your system-generated password to a value 
that will be easily remembered. The image on the following page illustrates the Welcome 
Page. 
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To complete establishing the new user, do the following: 

1. Read the Welcome Page and click Next Step.

2. The Terms and Conditions will be displayed. Read the Terms and Conditions and click
Accept or Decline.

3. The Change Password page will be displayed. Create your own password. Note that
you will need the system-generated password that was emailed to you.

a. Enter the current password (system-generated).

b. Enter the new password that you’ve chosen. Please note that all passwords
must comply with the minimum security standards.

c. Confirm your password.

d. Create a password hint to help you recover your password if you forget it.

e. Click Submit. You will receive an error message if your password is not
accepted.
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4. A confirmation page will be displayed once your password is accepted. Click Return to
my Profile to make any additional updates.

Navigating Within the Welcome Page 

Once you have completed the Establishing New Users, you will be directed to the BeneDirect 
by WageWorks Client Self-Service Welcome Page. On this page, you may choose from 
several options for retrieving information. 

While the contents of this site are located within each of the menu bar topic buttons, some 
commonly used links have been replicated on this Welcome Page for your quick navigation. 
Although all areas of the website will be explained in detail as each menu bar topic is visited, 
you will find a brief overview of the Welcome Page below. 
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Using the Menu Bar 

The menu bar provides links to all of the areas of the website. The below table provides a 
brief description of each area. 

Table 1.  Menu Bar Descriptions 

Menu Description 

Home Also referred to as the Welcome Page, this area contains commonly 
used links within all areas of the website and is illustrated on the previous 
page of this document. 

My Profile Contains an area in which you may customize QuickJump menu 
preferences (defined below), edit personal profile information, change 
your password, and define security access for users. 

Reference Contains information about legal cases and legislative updates. You can 
also find information about WageWorks' products and services, our 
format templates, definitions of COBRA and HIPAA, and a glossary. 

Help Contains frequently asked questions (FAQs) and contact information for 
assistance. 

Logout Allows you to quickly log out of the website from any page. 

QuickJump Allows you to establish quick links to the areas of the website you visit 
most often. QuickJump can be customized for each user. 

Participant 
Services 

Contains an area in which you may view participants' eligibility status, 
submit and view COBRA Rights Notification information, and record 
benefits continuation events online. 

Company 
Information 

Lists the client's company information, health insurance plan information, 
services contracted with BeneDirect by WageWorks Client Self-Service, 
and the ability to make plan changes during your open enrollment period. 

Reports Lists standard current and history reports that can be viewed online. 

Customizing Your Website Profile 

From the My Profile menu bar topic button, you can change your password, customize 
your Quick Jump menu and manage security for your Users. 
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Within the My Profile, you can update your personal information without having to 
contact another party. 

Changing Your Password :  (Passwords will automatically expire every 90 
days)
To change your password, just follow the below steps. 

1. Select the Change Password link from the sub-menu located in the frame on
the left side of the page.

2. The Change Password page will be displayed.
a. Enter your current password.
b. Enter your new password.
c. Confirm the new password.
d. Select a password hint.

3. Click Submit.

Customizing Your QuickJump Selections 

For your convenience in navigating through the BeneDirect by WageWorks Client Self-
Service website, we have added a QuickJump feature. This feature allows you to 
select and save quick links to your most commonly visited areas of our website. With 
QuickJump, you will be able to choose from any of your six chosen links from any page 
on our website. See the figure on the following page. 

To make your QuickJump selections, do the following: 

1. Select Customize Your QuickJump Menu from the sub-menu located in the 
My Profile frame on the left side of the page.

2. Choose your QuickJump links from each dropdown menu. These will appear in 
the QuickJump dropdown found at the upper right side of each web page. 

16 



 Client Reference Guide for the BeneDirect Website 

3. Once you’ve made your selections, click Submit.

You have finished reviewing the introduction to the website client view. The next section 
describes managing data security. 
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Managing Website Security 
Page Topic 

19 Introduction 

19 Security Levels 
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Introduction 
 
 

This chapter provides detailed instructions for defining security for the website in the 
following sections: 

• Security Levels 

• Defining Security Levels 

• Adding New Users 

• Defining Security Access for Users 

 
 

Security Levels 
 

 
Website Security 

 
The website is designed to offer three levels of access, which are defined in the below 
table. These levels of access dictate the information that can be viewed or updated online. 
This type of security is known as Operator Security. 

Table 2.  Security Levels 

Access Level Description 

Master Allows access and updating capability to all authorized company 
information; allows full user security administrative privileges; multiple 
masters may be assigned. 

Standard Allows updating of information; does not allow user security 
management. 

Read-Only Allows only reading capability of authorized information 

 
Another term, Organizational Security, defines the companies to which you will have 
access. On our website, each company and its subsidiaries are configured to allow 
authorized master level users the ability to grant different levels of access (described 
above) to members of their organization. While some master level users will have visibility 
and be able to grant access to only one company, other masters may have access to a 
larger organization of related companies. The extent of the organization to which a master 
user has access is ultimately defined by the primary user or "primary master" who would 
have access to all companies in a multi-tiered organization. 
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The organization layout, from which organizational security can be defined, is displayed in 
a tree format like that shown below. 
 
The website allows master level users to define organizational security for other users 
within their organization using a tree format. 
 

 
 
In this tree model, ABC Media Industries is the primary parent corporation with its 
subsidiaries attached. These subsidiaries are referred to as "child" companies. In some 
cases, a primary parent company may have a child company with its own children. In this 
case, the child would also be referred to as a parent. 
 
 

Adding a New User 
 
Website access can be assigned in the Manage Users section found in the My Profile menu. 
To add a user, do the following: 
 
1. Select My Profile, Manage Users. 
2. Click Add New User. If the user information is incorrect, click Reset Form to clear the 

page and start again. 
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3. Complete the user information on the Add User Detail page and click Add User Record. 

Two emails will be generated and sent to the user with the login ID and their password. 
The image on the following page shows the Add User Detail page. 

 

         
 
4. The will be added to the Manage Users list as a Current User Account. 
 
 
Defining Security Access for Users 

 
To define security for each user, do the following: 
 
1. Select My Profile, Manage Users. The Current Account Users page is displayed. 
 

       
 
 
2. Click the user’s name to define their website access. The Set Company Security page 

is displayed. 
3. Click Select Company/Division Security. The Edit Company Visibility screen on the 

following page is displayed. 
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4. Select the appropriate security level from the dropdown menu and click Update. The 

user’s access is immediately updated. 
 

 
When selecting a parent company, you will be asked if you would also like the child companies 
to be selected. You can select Yes to allow access to all child companies or click No to select 
specific child companies. 

 

      
 
 

 
 
You have finished reviewing managing website security. The next section describes 
administering participant services. 
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Administering Participant Services 
 

Page Topic 
24 Introduction 

24 Navigating Within Participant Services  
25 Participant Search 

26 Submitting Client Transmittal Forms 

35 COBRA Rights Notification 
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Introduction 
 
 

This chapter provides detailed instructions for administering participant services through 
website in the following sections: 

• Navigating Within Participant Services 

• Participant Search 

• Submitting client Transmittal Forms 

• Uploading EDT Files for Processing 

• COBRA Rights Notification 

 
 

Navigating Within Participant Services 
 
 

Within the Participant Services area, you'll have access to vital information such as your 
participant's coverage status, coupons and payments; online capability to submit information 
on a benefits continuation event or information to produce COBRA Rights correspondence; 
standard activity reports; health plan information; and more. 
 
To find participant information, do the following: 
 
1. Click Participant Services on the menu bar. 
2. Use the sub-menu on the left side of the page to navigate to other areas within 

Participant Services.  
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Participant Search 
 
 

Viewing participant information allows you to verify a participant's personal information, 
associated plan(s), beneficiaries, payments made, and terms of service. 
 
To search for a participant, do the following: 
 
1. Select Participant Services, Participant Search. The Participant Search page is 

displayed. 
2. Enter the below search criteria or select from the dropdown list. 

a. Search By – Select name, Social Security Number (SSN) or Beneficiary ID. 
b. Search For – Enter the actual name, SSN or Beneficiary ID. 
c. Employer – Select the employer. 
d. Search Children – Select this box if you are searching child companies. 

 

       
 
3. The search results will be displayed based on entered criteria. 
 

       
 
4. The participant’s details are displayed, including information such as the date the 

election package was mailed, the date the past payment was received and detailed 
personal, coverage and plan information, as shown on the following page. 
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Submitting Client Transmittal Forms (CTF) 
 
 

A Client Transmittal Form (CTF) is the form used to send a benefits continuation event to 
WageWorks. A hard copy of the form can be printed and manually sent to WageWorks or 
you can enter the event online. When you enter an event online, a CTF is automatically 
created and sent to WageWorks, eliminating the need to fax or mail the form to WageWorks. 
The process below describes how to enter the event online. 
  
The process to enter an event online involves several steps described in the following 
sections: 
 

• New Benefits Continuation Event – Beneficiary Exists 
• New Benefits Continuation Event – Beneficiary Does Not Exist 
• Add Covered Participants 
• Select Plans 
• Plan Elections 
• Summary 
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New Benefits Continuation – Beneficiary Exists 
 
A Benefits Continuation Event is any of a set of events that occurs and causes a covered 
employee to continue benefits. These events are: 
 

• COBRA qualifying event 
• Early retirement 
• Leave of Absence (LOA) 
• Long-term disability 
• Normal retirement 

 
A benefits continuation event can be entered online by completing the Benefits Continuation 
Event Entry process. After you complete the process, the benefits continuation event 
information is sent to WageWorks' database, where a Client Transmittal Form (CTF) is 
created. 

This capability eliminates the need to fax or mail CTFs. To submit a benefits continuation 
event, do the following: 
 
1. Select Participant Services, Client Transmittal Forms. The Client Transmittal page is 

displayed. 
2. Select the Employer name from the dropdown list, enter the participant’s SSN and click 

Continue. 
 

      
 
3. If the beneficiary exists, the below message will display. Click Yes, show me this 

beneficiary to view the participant’s detailed information or click No, let me enter 
another SSN to search for another SSN. 

 

 
If the beneficiary does not exist, follow the steps under New Benefits Continuation – No 
Beneficiary Exists. 
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4. If you click Yes, the beneficiary’s details will be displayed. 
 

       
 
 

New Benefits Continuation – Beneficiary Does Not 
Exist 

 
If there is not match in WageWorks’ database, the Benefits Continuation Event page is 
displayed. This page starts the Event Entry process and establishes foundational information 
concerning the benefits continuation event, which includes. 
 

• Benefits continuation event information 
• Initiating participant information 
• Employee or former employee information 

 
To add a benefits continuation event, do the following: 
 
1. Select an event reason from the dropdown. The reasons are categorized by service type 

and the timeframe associated (e.g., termination 18 months). 
 

      
 
2. Enter the date of the event. The date must be greater than the Employee Hire Date. 
 

 
The Coverage Period is automatically populated with the event date plus one day or the first day 
of the month following the event date, if the plan extends coverage to the end of the month in 
which the benefits continuation took place. When the benefits continuation event is a COBRA 
event, the end date is automatically populated with the COBRA coverage end date. It is left blank 
if the benefits continuation event is not COBRA-related. 
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3. Select Relationship to Employee from the dropdown menu and enter the demographic 
information. The address entered should be the address to which the COBRA election 
package and any billing coupons will be mailed. 

a. If the initiating beneficiary is currently a full-time student or covered under 
Medicare, check the appropriate box at the bottom of the page. 

 

        
 
4. If the initiating beneficiary is not the employee, complete the Employee/Ex-Employee 

data section. The employee information is automatically populated if the initiating 
beneficiary is the employee. 

5. If Group By or Eligibility Fields are used, select the values from the dropdown menus. 
6. If the initiating beneficiary has a severance arrangement with you, enter Severance 

Period End Date and click Next. 
 

 
The system will automatically calculate the Severance Period Start Date. If you are providing a 
subsidy versus a severance period, do not add a severance date. Subsidy information can be 
entered on the upcoming Plan Elections screen. The data value must be: 

• Greater than the Employee Hire Date. 
• Greater than the benefits continuation Event Date. 
• Greater than the Coverage Period Start Date. 
• Less than or equal to the Coverage Period End Date. 

 
Severance runs concurrently with COBRA and will commence following the Benefit 
Contribution Date. Severance will be discontinued on the date entered in the Severance 
Period End Date. After the initiating beneficiary elects COBRA, the initiating beneficiary will 
not be billed for the severance period nor will eligibility be reported via the application. Billing 
will commence following the Severance End Date. 
 

 
All participants have 60 days to elect COBRA continuation from the end of the severance period 
(loss of coverage) or the mail date of the election package, whichever is later. 
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Table 3.  Field Descriptions 

Field Description 

Group By Fields Used to sort the reports available on the Client Self-Service Web 
application and are only visible if set up in the client profile within 
WageWorks' database. 

Eligibility Fields Used to determine plan eligibility, and are only visible if set up in 
the client profile within WageWorks' database. 

Severance Period 
Start and End Dates 

Should be completed only if the initiating beneficiary has a 
severance arrangement with the employer. 

Bill Start and End 
Dates 

Specifies the period during which WageWorks Benefit Services 
will be responsible for billing the associated beneficiaries. 

You only need to complete this field if the billing date is to begin 
on any other date than the day after the benefits continuation 
event date or the month following the event date. 

For COBRA event reasons, the system automatically generates 
the Bill Start and End dates based on the benefits continuation 
event selected. These dates cannot be manipulated manually. If 
the event is not a COBRA event, then no Bill Dates are required. 

 
 

Add Covered Participants 
 
The next step in the add benefits continuation event process is to add any covered 
participants who are eligible to be enrolled in the initiating participant's plan when a benefits 
continuation event occurs. 
 
The Covered Participants page, on the following page, will be displayed after you have 
completed the previous section. 
 
To add covered participants, do the following: 
 
1. Enter the covered participant data and click Add to Covered Participants to add the 

record. Click Reset Participant Data to clear incorrect data and start over. 
2. Click Next to move to the Select Plans Page. 
3. If there are no covered participants to add, click Next. 
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Select Plans 
 
You now need to select the plans in which the initiating participant and other covered 
participants are enrolled. 
 
The Select Plans page will automatically be displayed after you have finished adding your 
covered participants. 
 
To add plans, do the following: 
 
1. Click on the All Plans tab or a specific plan type tab (e.g., Medical Plan) to see the 

available plans. 
2. Highlight the plan available for the initiating participant and click Select Plan. You can 

only select on plan at a time. 
3. Once all plans have been selected, click Next to continue to Plan Elections. 
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Plan Elections 
 
Once the plans are selected, it is necessary to identify which participant(s) will be associated 
with which plan. On the Plan Elections screen, you will be able to: 
 

• Enroll participants in plans 
• Apply subsidies 
• Apply client paid-through information 
• Enter rate overrides 

 
The next step is to enroll the participants in the appropriate plans. It is during this step that 
you will apply any subsidies, client paid-through information or rate overrides. 
 
The Plan Elections page will automatically be displayed after you have selected the plans. 
 
 
Enroll Participants 
To enroll participants, do the following: 
 
1. To automatically assign all of the list plans for all of the eligible participants, click Enroll 

All Participants in All Listed Plans. 
2. To enroll specific participants in specific plans, click the checkbox next to each 

participant’s name under the Participants Eligible for this Plan heading. 
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Apply Subsidy 
The subsidy information can be found on the lower portion of the Plans Election Page.  
 
To apply a subsidy to all plans, do the following: 
 
1. Click the Apply Subsidy to All Listed Plans checkbox and enter the dates the subsidy 

period is to begin and end. 
2. Enter the subsidy dollar amount to be applied against the premium or the percentage of 

the premium covered by the subsidy. 
 

 
If the subsidy is transferable if an election is made after the initial election (e.g., during open 
enrollment), select Yes. 

 
3. Click Add Subsidy Period. The subsidy information will be displayed as a line item 

under Enter Individual Plan Subsidy. If multiple subsidy periods apply, additional periods 
can be entered and applied to all listed plans. 

 
To apply a subsidy to an individual plan, do the following: 
 
1. Click the Enter Individual Plan Subsidy checkbox and enter the dates the subsidy 

period is to begin and end. 
2. Enter the subsidy dollar amount to be applied again the premium or the percentage of 

the premium covered by the subsidy. 
 

 
If the subsidy is transferable if an election is made after the initial election (e.g., during open 
enrollment), select Yes. 

 
3. Click Add Subsidy Period. The subsidy information will be displayed as a line item 

under Enter Individual Plan Subsidy. If multiple subsidy periods apply, additional periods 
can be entered and applied to all listed plans. 
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Include Client Paid-Through Dates 
To include client paid-through dates, do the following: 
 
1. Enter the date in the Client Paid Through Date field. 
2. Click the Apply the Client Paid Through Date to All Listed Plans button if you want 

the date applied to all listed plans. You also have the option to enter client paid-through 
information for each individual plan. 

 

 
Eligibility will be reported during this period. 

 
 
Apply Rate Overrides 
To apply rate overrides, do the following: 
 
1. Enter the rate override amount in the Rate Override field. 
2. Click Next to move to the HIPAA Information page or the Confirmation page. 
 
 

Summary 
 
The last step in the process is to review all entries and make any necessary corrections. The 
CTF Entry Confirmation page provides a summary of all entries made. 
 
To finalize all entries and submit to WageWorks, do the following: 
 
1. Confirm information and click Back to make any corrections. 
2. Click Submit. 
3. The CTF is sent to WageWorks for processing. 
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COBRA Rights Notification 
 
 

The COBRA Rights Notification capability enables you to enter information online to produce 
the COBRA Rights correspondence for your employees, former employees and their 
dependents. 
 
The steps are described in the following sections. 
 

• Record COBRA Rights Notifications 
• Review History/Resent Notification Correspondence 
• Import Data to Create Initial COBRA Rights Notification 

 
To navigate to this section, do the following: 
 
1. Select Participant Services, COBRA Rights Notifications. 
2. Select the Employer from the dropdown list and select one of the following choices: 

a. Record COBRA Rights Notifications. 
b. Review History/Resend Notifications Correspondences. 
c. Import Data to Create Initial COBRA Rights Notification. 

3. Click Next. 
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Record COBRA Rights Notifications 
 
To record a COBRA Rights Notification, do the following: 
 
1. Select the Record COBRA Rights Notifications radio button and click Next. 
2. Select the Notification Reason form the dropdown list. 
3. Enter the employee’s personal information. 
4. Enter the date coverage begins in the Coverage Effective Date field. This date is the 

date in which the participant first became covered under the employer’s group health 
plan. 

5. If the Include a Covered Spouse checkbox was selected, enter the spouse’s personal 
information. 

 

      
 
 

Review History/Resend Notification Correspondence 
 
The Initial COBRA Rights Notification History Summary page enables you to retrieve existing 
COBRA Rights Notifications information form WageWorks’ database. 
 
To retrieve historical information on COBRA Rights Notifications that have already been 
processed, do the following: 
 
1. Select Review History/Resent Notification Correspondences radio button and click 

Next. 
 

       
 
2. Select the query method tab (Date Entered, Date Mailed or Employee Specific Data) 

and enter the required information as shown on the following page. 
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3. Click Get History to retrieve the information. 
4. To open the Notification and view the details, click the Details checkbox next to the 

record and then click View Details. 
 

       
 
5. If you need to delete, update and edit or resent an unsent COBRA Rights Notification, 

you can click the corresponding button. 
 

      
 
 
Delete Record 
To delete a record, do that following: 
 
1. Select the Details radio button (for the participant’s name) next to the record you want 

to delete. 
2. Click Delete. The record is marked as not to be printed and mailed and be viewed for 

history purposes but not selected for editing and/or resending. 
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Update/Resend a Record 
To update and/or resend a record, do the following: 
 
1. Select the Details radio button (for the participant’s name) next to the record you want 

to update and/or send. 
2. Click Edit and/or Resend. The Record Initial COBRA Rights Notification is displayed. 
3. Update the information as needed. 
4. Click Save. The information will be updated in the WageWorks database. 
 
 

Import Data to Create Initial COBRA Rights 
Notification 

 
The Import Data to Create COBRA Rights Notifications enables you to select a file to import 
to create in Initial COBRA Rights Notification. 
 
To import data, do the following: 
 
1. Select the Import Data to Create Initial Rights Notifications radio button and click 

Next. 
 

      
 
2. Type the path to the file to imported or click Browse to locate the file. 
3. Once the file has been accepted, click Import. 
 

      
 
4. If there are no errors on the file, you will receive a success message. 
5. If there are errors, the Import Data to Create Initial COBRA Rights Notification Error 

Correction page is displayed (shown on the following page). 
a. All records without errors must be saved before correcting any records with 

errors. Click Save Records Without Errors. 
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b. Make corrections to the record(s) in error under the Please Correct Highlighted 
Fields section. 

c. Click Save Corrected Records. 
 

        
 
 
Import Error Report 
The COBRA Rights Notification Import Error Report displays the errors in the import file that 
prevent it from being imported. To process this report, click Error Report from the Import 
Data to Create Initial COBRA Rights Notifications page. 
 
The COBRA Rights Notification Import Error Report is sorted by: 
 

• Notification reason, in descending order. 
• Last name, in ascending order. 
• SSN in ascending order. 

 
 

 
 
You have finished administering participant services. The next section describes reviewing 
company information. 
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Reviewing Company Information 
 

Page Topic 
41 Introduction 

41 Company Contact Information 
42 Company Health Plan Information 

43 Company Service Information 

44 Annual Enrollment 
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Introduction 
 

 
This chapter provides detailed instructions for reviewing and changing company information 
through the website in the following sections: 
 

• Company Contact Information 
• Company Health Plan Information 
• Company Service Information  
• Annual Enrollment 

 
 

Company Contact Information 
 
 

On our website, you can review your company information including contacts, health plan 
information and rates, and services provided online. 
 
From BeneDirect Client View, select Company Information on the menu bar. The Company 
Information page displays. 
 

 
 
To review contact information, do the following: 
 
1. Select Company Information, Contact Information. The contact for your company will be 

displayed (as shown on the following page). 
2. If any of your contact information is incorrect, please contact your WageWorks Client 

Service Team. 
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Company Health Plan Information 
 
 

To review health plan information for your organization, do the following: 
 
1. Select Company Information, Health Plan Information. The Plan Information selection 

page is displayed. 
 

      
 
2. Select the plan from the dropdown list and click Get Plan Info. The plan information 

page is displayed. 
3. Click Get Plan Rate to view the rate information (as shown on the following page). 
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Company Service Information 
 
 

To review service information for your organization, do the following: 
 
1. Select Company Information, Service Information. The Service information page is 

displayed. 
2. Select the link for the service group you would like to view. 
 

      
 
A sample of the COBRA Billing Detail Page is shown on the following page. 
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Annual Enrollment 
 
 

The annual enrollment links will only be visible during your company’s designated Annual 
Enrollment Period. Completing a successful annual enrollment may include any or all of the 
following activities: 
 

• Add New Plan 
• Drop Plan 
• Enter Rate Change 
• View Reports 
• Submission 

 
 

Add New Plan 
 
To add a new plan, do the following: 
 
1. Select Company Information, Annual Enrollment Plans. The plan types and associated 

carrier names are displayed. 
2. Click Add New Plan. 
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3. On the Add Plans Page, enter the plan information and click Add Rate Structures. 
 

       
 
4. On the Select Rate Structure for Test Plan page, select the Beneficiary Type and click 

Add Selected Coverage Tier to Rate Structure. This will populate the Selected Rate 
Structures field. 

 

 
The Age Class, Length of Service and Employee Class will remain as NA (default) 

 

      
 
5. Click Add Rates to display the form for entering rates (shown the following page). Enter 

the rates and click Submit Rates. 
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The new plan will be added to the Plans Listing page. An A* will be displayed next to the 
plan(s) you added. Repeat Steps 1 – 5 for each plan you wish to add. 
 

      
 

 
If no additional changes need to be made and you have completed all of your annual enrollment 
updates (adding plans, dropping plans, changing rates), refer to the Annual Enrollment 
Submission section to submit your changes to WageWorks. 

 
 

Drop Plan 
 
The Annual Enrollment Plans link also allows you to drop plans during your designated 
Annual Enrollment Period. 
 
To drop a plan, to the following: 
 
1. Select Company Information, Annual Enrollment Plans. The plan types and the 

associated carrier names are displayed (as shown on the following page). 
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2. Select the plan(s) that you need to drop or terminate by clicking the checkbox to the left 

of the plan(s). Once you have selected the plan(s) to drop, click Drop Selected Plans. 
3. The selected plan(s) will be displayed. Confirm the plan(s) and enter the Default Plan 

Name. 
4. After confirming the plan(s), click Submit Plan Drop. 
 

       
 
5. You will receive a request to confirm your change(s). To proceed, click OK. To go back 

and make changes, click Cancel. 
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The dropped plan(s) will still be listed on the Plans Listing page. A D* will be displayed next 
to the plan(s) that you dropped. 
 

       
 

 
If no additional changes need to be made and you have completed all of your annual enrollment 
updates (adding plans, dropping plans, changing rates), refer to the Annual Enrollment 
Submission section to submit your changes to WageWorks. 

 
 

Rate Change 
 
The Annual Enrollment Plans link also allows you to enter plan rate changes during your 
designated Annual Enrollment Period. 
 
To change a plan rate, to the following: 
 
1. Select Company Information, Annual Enrollment Plans. The plan types and associated 

carrier names will be displayed. 
2. Select the plan name for which you want to change the rate. 
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3. Enter the new rates in the 100% Plan Rates field and click Submit Changes to complete 
the rate change. 

 

       
 
The plan(s) changed will still be listed on the Plans Listing page. A C* will be displayed next 
to the plan(s) you changed. 
 

       
 

 
If no additional changes need to be made and you have completed all of your annual enrollment 
updates (adding plans, dropping plans, changing rates), refer to the Annual Enrollment 
Submission section to submit your changes to WageWorks. 

 
 

View Reports  
 
Reports are available for Changed/Unchanged Plans, Added Plans and Dropped Plans. You 
may use these reports to confirm that any changes you made are correct. 
 
To view reports, do the following: 
 
1. Select Company Information, Annual Enrollment Plans. The plan types and associated 

carrier names are displayed. 
2. Scroll to the bottom of the window and click Report All Open Enrollment Activity to 

generate the reports. 
3. Select the report you would like to view by clicking the appropriate box. 
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Samples of the various reports are shown below. 
 
Changed/Unchanged Rates report 
 

       
 
 
Added Plans Report 

      
 
Dropped Plans Report 
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Submission 
 
Once all of your annual enrollment changes are entered and confirmed, you can submit the 
changes to WageWorks.  
 

 
No changes can be made after your annual enrollment activity has been submitted so please be 
sure that your information is accurate. 

 
To submit your annual enrollment information to WageWorks, do the following: 
 
1. Select Company Information, Annual Enrollment Plans. 
2. Click Submit All Open Enrollment Activity at the bottom of the window. 
 
 

 
 
You have finished reviewing company information. The next section describes reviewing 
reports. 
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Reviewing Reports 
 

Page Topic 
53 Introduction 
53 How to View Reports 

54 How to Change the Default Reporting Period 

54 How to View Historical Reports 
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Introduction 
 

 
This chapter provides detailed instructions for viewing and printing reports through the 
website in the following sections: 
 

• How to View Reports 
• How to Change the Default Reporting Period Display 
• How to View Historical Reports 

 
 

How to View Reports 
 

 
You can view standard reports directly through the BeneDirect website.  
 

 
The BeneDirect website provides access to standard reports only. Any custom reports cannot be 
viewed through the website. 

 
To view reports, do the following: 
 
1. Click Reports on the menu bar. Reports that have been generated within the timeframe 

designated in your preferences will be displayed and available for download. 
2. Click the report name to view the reports. You can also enter a report reference number 

and click View Report. 
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How to Change the Default Reporting Period 
Display 

 
 
Reports on the website are set to display for designated period of time. You can change the 
default reporting display period through your preferences. 
 
To change your preferences for the default report display date range, do the following: 
 
1. Click My Profile on the menu bar. 
2. Click Edit. 
3. Enter the number of days you would like for reports to display in the Time Period field. 
4. Click Submit. 
 

      
 

 
The default report view will display reports based on the number of days designated in the My 
Profile page of the website. 

 
 

How to View Historical Reports 
 

 
You can also view reports that are past the designated display period and have been 
archived. 
 
To view reports that are older than the designated display period, do the following: 
 
1. Click All Reports from the sub-menu located on the left side of the page. 
2. Enter a date range in the From and Thru fields. 
3. Click List Reports (as shown on the following page). 
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You have finished reviewing reports. The next section describes using the reference library. 
  

55 
 



 

     Client Reference Guide for the BeneDirect Website 

Using the Reference Library 
 

Page Topic 
57 Introduction 

57 Navigating Within the Reference Area 
58 Additional Information About WageWorks 

59 COBRA References 

59 Online Glossary 
60 COBRA Operation Materials 
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Introduction 
 

 
This chapter provides detailed instructions for using the reference library that’s available on 
the website in the following sections: 
 

• Navigating Within the Reference Area 
• Additional Information About WageWorks 
• COBRA References 
• Online Glossary 
• COBRA Operation Materials 

 
 

Navigating Within the Reference Area 
 

 
The BeneDirect website offers a variety of reference information. This information includes 
the latest updates on COBRA news, legal cases and service information. You may also learn 
more about COBRA, search terms in the glossary, download format templates and visit the 
WageWorks main website. 
 
The available areas within this section of the website are defined in the below table. 
 

Link Description 

About WageWorks Provides information about our offerings as well as a link to the 
WageWorks main website. 

COBRA References COBRA information. 

Glossary Provides an online glossary with terminology related to COBRA. 

COBRA Operational 
Manual 

Provides links to the COBRA Operations materials available for 
download. 

 
To use the reference library, do the following: 
 
1. Click Reference on the menu bar to display the Reference & News page. 
2. Access the various areas by using the links on the left side of the page (as shown on the 

following page). 
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Additional Information About WageWorks 
 

 
You can view information about WageWorks’ products and services directly through the 
BeneDirect website or you can visit the WageWorks main website by selecting the link Visit 
WageWorks main site. 
 
To view information about WageWorks, do the following: 
 
1. Select Reference, About WageWorks. The About Us page will be displayed. 
2. You may use the link on this page to visit the WageWorks main website or view 

information about COBRA Services, Direct Bill Services or our Privacy/Security Policies 
by clicking on the links found under About WageWorks on the left side of the page. 
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COBRA References 
 

 
To learn more about COBRA, do the following: 
 
1. Select Reference, COBRA References. The COBRA References page will be displayed. 
 

       
 
 

Online Glossary 
 

 
To better understand the various terms used in reference to COBRA and HIPAA, we have 
included an online glossary for your use. 
 
To use the online glossary, do the following: 
 
1. Select Reference, Glossary. The Glossary page will be displayed (as shown on the 

following page). 
2. Click a letter at the top of the page to jump to terms that begin with that letter or scroll 

through terms. 
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COBRA Operation Materials 
 

 
This area of the website provides you with links to the different materials available to you. 
 
To access the operational materials, do the following: 
 
1. Select Reference, COBRA Operation Materials. The COBRA Operation Materials page 

is displayed. 
2. Select any link to view that document in PDF format. 
 

       
 
 
 
 

 
 

You have finished using the reference library. The next section describes using help. 
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Using Help 
 

Page Topic 
62 Introduction 

62 Using Help 
62 BeneDirect by WageWorks Contact Information 

63 Questions 
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Introduction 
 

 
This chapter provides detailed instructions for using the online help that’s available on the 
website in the following sections: 
 

• Using Help 
• BeneDirect by WageWorks Contact Information 
• Questions 

 
 

Using Help 
 

 
You may visit our Help section to obtain contact information for WageWorks, access links to 
commonly visited areas of the site and find answers to frequently asked questions. 
 
To use Help, click Help on the menu bar.  The Help page is displayed. 
 

 
 
 

BeneDirect by WageWorks Contact Information 
 

 
To view the contact information for BeneDirect by WageWorks, select Help, Contact 
WageWorks. The Contact WageWorks page is displayed. Use the links on the left side to 
view contact information for specific groups. 
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Questions 
 

 
You can use our Frequently Asked Questions (FAQs) page to find answers to many of the 
most common questions. 
 
To use the FAQs, do the following: 
 
1. Select Help, FAQ. The Frequently Asked Questions page will be displayed. 
2. Use the scroll bar to view questions and answers for each category or use the Category 

links to jump to a specific section. 
 

       
 
 
 

 
 

You have finished using help. The next section describes obtaining additional offerings. 
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Obtaining Additional Offerings 
 

Page Topic 
65 Introduction 

65 How to Obtain Additional Offerings 
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Introduction 
 

 
This chapter provides an overview of how to obtain additional COBRA services in the 
following sections: 
 

• How to Obtain Additional Offerings 
 
 

How to Obtain Additional Offerings 
 

 
If you’re interested in obtaining any of the following service offerings that are available 
through WageWorks, contact your WageWorks Client Service Team. 
 

• Initial COBRA Rights Notification 
• COBRA Qualifying Event Notification 
• Enrollment Processing 
• Premium Billing and Collection 
• Client and Carrier Reporting 
• Direct Billing of Retirees, Surviving Spouses, Domestic Partners and Leave of 

Absence (LOA) Populations 
• Open Enrollment Services 
• Spending Accounts and Commuter Benefits Administration 
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Glossary of Terms 
 
 

Term Definition 
BeneDirect Name established by WageWorks for the Client and Participant 

website. 

  

Beneficiary A person designated by a participant, or by the terms of an employee 
benefit plan, who is or may become entitled to a benefit. 

  
Beneficiary Status Participant status within the WageWorks systems. 

  

Carrier Any commercial insurance company, or an underwriter, that provides 
medical, dental, life, vision, prescription and disability insurance 
protection for employee benefit plans. 

  

CASPro COBRA Administrative Services Professional (CASPro) Database 
application that WageWorks utilizes to administer COBRA for its 
various clients. CASPro stores and manages data related to COBRA, 
HIPAA, and Direct Bill administration and serves as the database to the 
Client web application. 

  

COBRA Participants Participants receiving health coverage under the COBRA law. 
  

COBRA Rights 
Notification 

A document that notifies qualified beneficiaries of their rights and 
responsibilities under COBRA. 

  

Covered Employee Any individual who is or was provided coverage under the employer’s 
group health plan by virtue of performing services for that employer. 

  

Dependents People related to the initiating QB, who can also be a QB. 
  

Direct Bill Participants Participants invoiced for their benefit premiums on a periodic basis. 

  
Employer Entity that provides health plans to its employees. 

  
FAQ Frequently Asked Questions (FAQ) are answers to commonly asked 

questions concerning benefits continuation. 

Grace Period A period that follows the due date of the premium and during which, if 
payment is made, is still considered timely. 
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HIPAA Health Insurance Portability & Accountability Act (HIPAA) is a federal 
law, which limits the use of pre-existing condition exclusions, waiting 
periods, and health status exclusions. One of HIPAA’s main purposes 
is to increase an individual’s ability to make his or her health insurance 
portable between jobs. 

  
Monthly Rate Monthly premium charged to the participant for continuing coverage. 

  

Participant Term used to describe a person participating in an employer’s benefit 
plan. 

  
QB Qualified Beneficiary (QB) is an individual who is entitled to elect 

benefits continuation coverage under COBRA. 

  
QE Qualifying Event (QE) is any of a set of specified events that occurs 

and causes a covered employee, or a spouse or dependent child of the 
covered employee, to lose coverage under the group health plan. 

  

Service Groups Groups of different services offered by WageWorks, such as COBRA 
and Direct Bill. 

  

Severance An arrangement where an employer provides compensation to a 
terminating employee through the employer’s payroll system. The 
employer may either allow the participant to pay the premium at the 
rate in place as an active employee, or the employer may opt to pay 
the entire premium for a period of time. 

  
Subsidy A flat dollar amount or percentage of the monthly premium paid by the 

employer on behalf of the participant. 
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