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BENEFITS TAB

Features Located Under the Benefits Tab



Manage Subscriptions-
Updating Contact Information

Human Resource Administrators have the ability to update email 
addresses for notification, and can govern what is to be available for 
view online.  



HR Document Search Options

A link to documents is located on the home page.

Select Documents | Review Reports and Letters



HR Document Search Options

Documents are available for view.

Documents can be filtered by Line of Service, Recipient, Social 
Security Number, and Document Type.



Employee Document Search Options

Select Fulfillment | Premium Billing Reports for Participants to view 
documents that have been mailed to individuals via DataPath 
Fulfillment.



Employee Document Search Options

Documents that have been mailed to individuals via DataPath
Fulfillment will be available for view.

Documents can be filtered by: Uploaded Date, Document Type, and 
Social Security Number



PREMIUM BILLING TAB

Features Located Under the Premium Billing Tab



Employee Status Filters

Employees can be filtered by status including: 

COBRA Participants

Qualified Beneficiaries

Terminated 



Employee Status Filters: 
COBRA Participants

The COBRA Participant tab will show the current list of COBRA 
participants

Information includes: Status, Benefit(s), Tier(s), Division, Covered 
Member(s), Qualifying Event, QE Date, 
Accepted Date, COBRA Start / Expire / Paid Through Dates 



Employee Status Filters: 
Qualified Beneficiaries

The Qualified Beneficiaries tab will show the current list of all those 
pending COBRA election

Information includes: Status, Benefit(s), Tier(s), Division, Covered 
Member(s), Qualifying Event, QE Date, 
Last Date of Plan Coverage, Election Notice Mailed On / Last Date to 
Accept Dates



Employee Status Filters: 
Terminated 

The Terminated tab will show a comprehensive list of all terminated 
employees

Information includes: Benefit(s), Tier(s), Division, Covered Member(s), 
COBRA Start / Terminated Dates, Reason for Termination



Employee Status Filters: 
Dates Link 

The Dates box provides a chronological history of events related to 
an individual. 
This will open in a pop-up window. Please have pop-up enabled for this 

site



Employee/ Dependent Search Options

Employee and Dependents can be searched for by:

First | Last Name

Social Security Number

Coverage Status



Employee/ Dependent Search Options

The Employee/ Dependent Search option also allows HRs to Add 
New Employees and process COBRA Qualifying Events



Adding Employees

HRs have the ability to add employees on myRSC.  The Fields marked 
with an asterisk * are required.  The others are optional. Click Next
once completed. 



Sending Initial Notices

Initial Notices can be requested at this time as well. Once completed, 
click Save. 
No other information needs to be included at this time, the process 
can be completed by clicking Finished.  



1. Processing a Qualifying Event: 
Employee Record

To begin processing a Qualifying Event, you must first locate the 
employee record in the Employee/ Dependent Search option. 
Select the employee from the list. A pop-up window will appear. 
Select Edit under Employee

If the Employee is not listed you must begin with Add Employee.



2. Processing a Qualifying Event: 
Adding Dependents

If dependents need to added at this time: Select Add Dependent.  
Note that most of the information is populated from the Employee.

Please note all dependents covered on at least one plan must be added



3. Processing a Qualifying Event: 
Adding Coverage

Once the employee information and any required dependent 
information is in the system, coverage is to be added: Select Add 
Coverage.  Select the Coverage desired. Select Next. 



3. Processing a Qualifying Event: 
Adding Coverage

Select the Tier Level and click Next.  Select those all covered member, 
and the effective date of coverage. Click Next.
The Effective Date should be the day the member enrolled in the plan, or 

the date of the group’s last Open Enrollment.



4. Processing a Qualifying Event: 
Qualifying Events

To have a COBRA Election Notice mailed to your participant, a 
Qualifying Event must be processed at this time! 
Select Qualifying Event.  Select a QE from the dropdown menu, and 
enter the QE date. Click Next 



5. Processing a Qualifying Event: 
Completing Transactions

At this point the transactions can be completed by selecting “Finished”.  



Managing Transactions

Both Recent and Archived Transactions can be viewed / managed.  
The Color Code at the bottom denotes the status of each Transactions.   


