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ADDING A LEAVE OF ABSENCE (LOA) 
Direct Bill Member 
 
 
 
Log in at 
cobra.alerus.com 
 
On the home screen, 
click +Add Member > 
Direct Bill > Select 
 
Step 1: Add 
demographic 
information 
Only the fields with the 
red asterisk are 
required.  
 
Click Continue.  
 
 
 
 
 
 
 
Step 2: Add employee information 
 Enrollment date — date the employee originally enrolled on “active employee” benefits. 
 For LOA members that are auto enrolled: 

 Initial grace period start date and billing start date (should be the same) — date in which the 
employee is responsible for payment for LOA benefits.  

 Billing end date — can be left blank if needed. 
 For LOA members that need to make an election (required for clients that also have direct bill – 

retiree services): 
 Billing start date —date in which the employee is responsible for payment for LOA benefits.  
 Billing end date 

— can be left 
blank if needed. 

 Billing type — 
updated to leave of 
absence. 

 All other fields can 
be left as is, click 
Save and Continue 
once complete. 
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Step 3: Plans and bundles 
 Click +Add Plan 
 Choose plan from the drop-down options, 

the start date of the plan should always 
match the billing start date entered on 
the previous screen. Choose the 
appropriate coverage level. 

 Click Add Rate, enter start date and 
monthly premium to be collected from 
the member for that special benefit > 
Add > Add Plan.  

 Repeat this process until all benefits have 
been added, click Continue.  

 
Step 4: Dependents 
Add dependent information if applicable. 
 
Step 5: Subsidies 
This screen may be bypassed, plans are all member-specific, only the amount the employee should remit 
payment on should be entered. 
 
Step 6: Letter attachments 
This screen may be bypassed. 
Click Add Member to finalize your entry. 
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