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A “Super User” is a user with special privileges to administer and maintain data. isolved Benefit Services is excited to
provide our primary contacts with “Super User” access within our COBRA portal. This allows you to make changes to
your authorized contact list. Part of this access is the ability to make changes to the contacts and the reports assigned
to those contacts.

Company Reports Changes

To review who is receiving reports for your account, within the menu on the left, click on “Company Reports Sent To”
under Account Settings.
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Here you can view any of your Account Contacts and the reports that they are set up to receive.

**Note** You can sort this list by Contact Name or Report Name to assist with the information.
This does not include any changes/reports for carriers. That is listed under the Carrier Reports Sent To section.
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Within this area, you can “Add”, “Edit” or “Delete” a report for a contact.
Add a New Report for a Contact
Click on “Add” button.
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The drop down will show the contacts that you have set up for your account. If you do not see a contact, please click
on the “Contacts” in the left menu and add the contact first.

Once you have selected the contact, the reports that have not

been assigned to that contact can be selected. The Report it (iR R
format can be selected as well — default will be PDF -however Mame ot S—
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Once you have selected the reports and report format, click on
“Save”.
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Edit a Report for a Contact
Click on “Edit” button.
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If someone is receiving a report that is now being sent PDF and you would like them to receive it in Excel format, this is
where you are able to make that change.

Once you have selected format change, click on “Save”.



Delete a Report for a Contact
Select the Contact Name and the corresponding report, then click on “Delete” button.
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You will be promoted to confirm you are requesting to remove the selected report for the contact.

Confirmation

YES NO

**Note** There are certain reports that you will not be allowed to remove completely from the system — as they
provide details to activity for your account.

All report changes are made in real-time. For assistance with making changes to a contact, please reach out to your
Customer Support Representative at 866-320-3040 or via email at crmail@isolvedhcm.com.
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