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This kit includes the following information: 

• Summary of Transition Activities 

• Employer Support 

• COBRA & Direct Bill Features  

• Email “White list” Instructions 

• Frequently Asked Questions 
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LET’S GET STARTED 

Welcome to your new COBRA & Direct Bill Platform! 

WageWorks has prepared this “Client Checklist” that will assist you during the transition and implementation process. 
Over the next several weeks, a number of activities including plan setup based on your program requirements and 
client account setup on the WageWorks employer portal will be completed. The transition process usually requires 
one hundred and twenty (30) days to complete. 

 
For assistance during the transition and implementation process, your Relationship Manager is available to support 
your efforts.  

 
The following checklist outlines the key tasks and information needed by WageWorks to support the transition of 

your account(s) for ongoing program management. 

 
 
 

Summary of Transition Activities 
 

30 Days Prior to Go Live Owner 

Employer 
Plan Setup 

Gather, configure and audit Employer Setup details on WageWorks COBRA and 
Direct Bill. 

WageWorks 

Project Kick-off Your Relationship Manager will be available to answer question about process 
changes for your account. 

Client 

Communication 
Materials 

Access communications and resource material for this transition by 
visiting www.wageworks.com/WW-COBRA19/transition/. 

Client 

Product 
Training 

Join one of our live educational webinars by visiting 
www.wageworks.com/WW-COBRA19/support/. 

Client 

30 - 20 Days Prior to Go Live  

Participant 
Data 
Transition 

Extract, import and audit participant account details on WageWorks COBRA and 

Direct Bill, if applicable. 

 

WageWorks 

Participant 
Welcome 
Letter 

After employee demographic information has been loaded into WageWorks COBRA 

and Direct Bill, your participants will be notified of the upcoming change in platform 
and provided a Participant Experience Guide. 

WageWorks 

https://www.wageworks.com/WW-cobra19/transition/
https://www.wageworks.com/WW-cobra19/transition/
https://www.wageworks.com/WW-cobra19/support/
https://www.wageworks.com/WW-cobra19/support/
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Employer Support 

We’re here to help when you need us. Our client services team is available Monday through Friday from 7 a.m. to 7 p.m. 

Central Time, excluding holidays. 

 
Website: www.wageworks.com/WW-COBRA19/. 
 
For additional questions and support, please contact your Relationship Manager.  

LIVE WEBINAR DEMONSTRATIONS 

Get acquainted with the client website by joining one of our upcoming webinars. Select one of our live webinar sessions, 

and get ready to experience the tools, reports and resources available at your fingertips through our  proprietary system. 

 
Tuesday and Thursday at 1 p.m. Central Time 

Enter the webinar through our website at www.wageworks.com/WW-COBRA19/support/.  

 
At this time, we are limited to 125 webinar seats. If a session happens to be full, please join us on another day. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

15 Days Prior to Go Live  

Employer 
Setup Audit 

Review and sign-off on client setup options, plans and rates. Client 

Participant 
Invoicing 

Participants will be sent the first monthly invoice. WageWorks 

Web Portal 
Access 

• Download the Employer Site Guide by visiting www.wageworks.com/WW-
COBRA19/support/. 

• Expect an email with a link to your client account, user name and password. 

• Log in and get familiar with the web portal. 

 

Client 

7 Days Prior to Go Live  

New 
Participant 
Data 
Blackout 
Period 

• Inbound Files – No inbound files should be sent.  If file is received, the file will 
exception out and the vendor will receive a notification. 

• Website – Access to adding a new participant via the WageWorks Employer site will be 
disabled.  New participant data will need to be held and entered into WW COBRA and 
Direct Bill once access is provided.  

Client & 
WageWorks 

https://www.wageworks.com/WW-cobra19/
https://www.wageworks.com/WW-cobra19/
https://www.wageworks.com/WW-cobra19/support/
https://www.wageworks.com/WW-cobra19/support/
https://www.wageworks.com/WW-cobra19/support/
https://www.wageworks.com/WW-cobra19/support/
https://www.wageworks.com/WW-cobra19/support/
https://www.wageworks.com/WW-cobra19/support/


4 

 

 

COBRA and Direct Bill Features 

When your account with us is up and running, you can enjoy additional service features that enhance the client and 

participant experience. 

CLIENT SERVICES 

 

• 24/7 access to the client website 

• Real-time activity tracking and case management 

• Automated and enhanced reporting, including compliance reports 

• Ability to mask Social Security numbers on reports 

• Processing reporting sent to multiple individuals 

• Automated plan conversions 

• System supports multiple tiers and rates tables 

• Member-level rating automation and rate change functionality (small group solution) 

• Various levels of security with our system (full access, read-only, etc.) 

• Tracking process for dependents who age out of your plan 

• Ability to adjust Direct Bill rates each month 

• Retroactive billing 

• Cost-effective and robust open enrollment services 

• Multiple severance methodologies 

• Weekly client training webinars 

 

PARTICIPANT SERVICES 

 

• Mobile account access and management 

• 24/7 access to the participant and mobile websites 

• Same username and password for participant and mobile websites 

• Real-time and future, scheduled payments (no charges are passed to participants who pay via ACH) 

• Immediate online elections, including open enrollment and member-level rated plans 

• Real-time activity tracking and case management 

• View notices in real-time 

• Online access to Summary of Benefits (SBCs) and Summary of Plan Descriptions (SPDs) 



 

 

Security Protocols 

WageWorks uses cutting-edge technology to enforce strict security protocols on all operating systems, data exchanges, 

websites and emails. We will never share information with unauthorized parties, and you can trust that your 

organization’s and participants’ information is secure. 

 
 

Onboarding Questions and Answers 
 

A complete listing of frequently asked questions (FAQs) is available by visiting www.wageworks.com/WW-COBRA19/faqs. 
 
If you are not able to access the link above, please visit http://www.wageworks.com/WW-COBRA19/ and click on FAQs in the top menu 
to view the complete listing of FAQs.  

 
 

Sample Communications 
 

A copy of all communications is available by visiting www.wageworks.com/WW-COBRA19/support/. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

https://www.wageworks.com/WW-cobra19/faqs/
https://www.wageworks.com/WW-cobra19/faqs/
http://www.wageworks.com/WW-COBRA19/
http://www.wageworks.com/WW-COBRA19/
https://www.wageworks.com/WW-cobra19/support/
https://www.wageworks.com/WW-cobra19/support/
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