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Quick Guide  
To the ProBenefits COBRA Employer Portal 

Here’s a quick guide to getting logged in and performing some common tasks on our COBRA 
Employer Portal. The information below will guide you through the processes, and we are 
happy to help with any questions along the way. 

Please note: if your new hires and COBRA events are reported to us through a third-party data 
file feed, you won’t need to enter any employee data on the portal. But you’ll be able to view 
your current employees and COBRA participants and run reports to manage your account. 
 
Getting logged in for the first time 

- Go to our ProBenefits COBRA Portal at https://cpb.probenefits.com. 
- Click “NEW USER REGISTRATION” under “New to ProBenefits COBRA?” on the right.  
- Enter the Registration Code that you received from us via email or mailed letter. 
- Enter your employer Tax ID Number (EIN) and click “SUBMIT REGISTRATION.” 
- Accept the New User License Agreement by checking the box and click “SUBMIT.” 
- Choose and confirm your new password, and then click “SUBMIT & CREATE 

ACCOUNT.” 
- You will be directed to the Employer Portal login screen, where you’ll need to enter the 

new password you just created and click “Log in.” 
- Upon your first login, you’ll need to verify your email address. Check the email address 

listed to be sure it’s correct, and if not, change as needed. Then click “Send Validation 
Code.” 

- Watch for the validation email (sent from no-reply@myhealthpayment.com, with 
subject “Email validation for your ProBenefits COBRA account.”), and click the Validate 
Email link in the message. 

- This link will take you back to the portal, and confirm that the email validation was 
successful. Enter your username and password once more to log in and manage your 
plan. 

- For future visits, you’ll just need to go to https://cpb.probenefits.com and enter your 
username and password. No further validation will be necessary. 

- If you have any trouble getting logged in, please contact us. We’re here to help! 
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Navigating the site 

 
 
From the Home page you will be able to search for employees already in our system, or add a 
new member. If you click on Find Member without completing any field, it will pull up a list of 
every employee we have in the system for your employer, whether they are an active employee 
or a COBRA Qualified Beneficiary (QB). You can also do this by selecting Members on the left 
navigation bar. 
 
The Account link in left navigation bar will open up all the 
information we have on your company and benefits. You can edit 
your contact information and review the COBRA benefits and rates 
in this section of the toolbar.  
 

The Imports & Reports section will 
allow you run reports to manage your 
account, including Remittance Reports, 
which will be posted when we generate 
payments to you for premiums paid by 
your COBRA participants. 
 
Clicking on Help in the left navigation bar will pull up the contact 
information for ProBenefits under Contact Us, and provide you 
with a Learning Central link. Learning Central is a valuable self-
help resource which will greatly enhance your user experience 
within the COBRA portal. You can search for key words or navigate 
directly to help with common tasks. 
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Viewing your Remittance Reports 

We will generate employer COBRA premium remittances every month on the 15th (or the 
business day following the 15th, if the 15th falls on a weekend or holiday), for premium payments 
received through the 10th of the current month, for premiums due through the end of the 
current month. If you have active COBRA participants making premium payments, your 
Remittance Report will be available on the Employer Portal after we post your remittance each 
month; please note that no report will be available for months in which you have no payments. 

To access your Remittance Reports, select Imports & Reports on the left navigation bar, then 
choose Accounting Reports, and then in the Choose Report Type dropdown menu, choose 
Remittance. Your available Remittance Reports will be listed. 

 

To view a Remittance Report, click the blue Report link on the right beside the report details.  

Then you’ll choose the format in which you’d like to receive 
the report, such as Adobe PDF or CSV; add an email address to 
be notified when the report is ready; and click Run Report.  

Your report will be available quickly; to 
access it, just go to your Job Queue in the 
Imports & Reports menu on the left 
navigation bar, and then click View under 
Download Results for the requested 
report. 

 

As always, please contact us with any 
questions. We’re here to help! 
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Adding a new employee 

To add a new hire to the 
system, click Add Member 
on the Home screen or 
under Members in the left 
navigation bar, and choose 
New Hire.  Remember: you 
won’t need to do this part if 
your new hires are reported to 
us on a data file feed. 
 
 
Enter the new employee’s demographic information. 

 
And then click Add Member at the bottom of the screen. Be sure “Send General Rights letter 
when finished” is checked. 
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Adding a COBRA Qualified Beneficiary (QB) 

For a COBRA event, you can either copy an individual’s New Hire record data to a Qualified 
Beneficiary record, or just add them directly as a Qualified Beneficiary member. New Hire and 
Qualified Beneficiary records are two separate records and are not linked in the system. 
 

Remember: you won’t need to do this part if 
COBRA events are reported to us on a file feed.  
 
To begin with an employee’s New Hire 
record, first use Find Member to locate 
them in the system, and select them to load 
their Profile. Then choose Actions in the left 
navigation bar, and choose Clone New Hire 
to Qualified Beneficiary.  
 
You will then be asked to verify the 
member’s mailing address and other 
demographic information.  

 
 
To begin with a new 
record, use Add 
Member and choose 
type Qualified 
Beneficiary, and 
enter the required 
demographic 
information. 
 

 
 
From this point, both 
methods of adding a 
QB follow the same 
steps. Once you 
confirm or enter the 
biographical data, 
you will enter the 
Event type and date, 
and confirm or enter 
the date of hire and 
any other required 
information. 
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The next screen will allow you to enter all 
COBRA eligible plans that the QB was 
enrolled in at the time of termination.  

 
You will then step through entering any 
covered dependents, and adding a subsidy 
schedule if applicable. Once you have entered 
all of the correct data, the COBRA paperwork 
will begin to generate.  
 
 
 
 
When a QB record is cloned from a New Hire profile, the original New Hire record remains in 
the system. The records will both appear when you search for that individual, but only the 
Qualified Beneficiary record will contain the COBRA information. If the member was not 
previously in the system as a New Hire and the QB was entered by Adding a Qualified 
Beneficiary, they will only be listed once. 
 

 


