
Welcome to Terminating an Employee on the WEBT Online Portal System! 
 

This guide will walk you through the steps necessary to Terminate an Employee.   

 

To begin, please log into the WEBT Online Portal: 

 

 

  



Once you log into the portal, you will utilize the Manage Employees link to begin. 

 

 

 

 
 

 

 

 

 

Please Note:  You may also choose to utilize the icons that run down the left-hand side of the page to navigate your way through the 

online portal.  

 

  



Please enter the name of the employee you are wishing to terminate and hit the search button. 

 

 

 

 

 
 

 

 

Please click the view button on the employee you are wanting to terminate.  This will redirect you to the Employee Detail screen 

where you may terminate the employee.   



Once you land on the Employee Detail screen, please click the Terminate button.  

 

This will redirect you to the Employee Termination screen where you may terminate the employee.  

 

 

 

 
 

  



Once you land on the Employee Termination page, please enter the employee’s last date of employment.  Please Note:  The employee 

will be automatically be terminated from coverages at the end of the month of their last date of employment. 

 

 

 
 

 

 

 

 

 

 



Once you enter the last date of employement, please select the Termination Reason 

 

 
 

When complete, hit the save button 



Once you hit the Save button, it will be sent to WEBT for approval.  

 

 
 

 



Once your termination request has been reviewed and approved by WEBT, you will receive an email indicating the termination was 

completed, and/or if it was rejected.    

 

 

 
 

You may utilize the “click here” link to return to the employee’s information.  This will verify the employee has been terminated in 

the WEBT Portal the end of the month of the qualifying event.   

 

 



 
 

Last Date of Employment                                    Coverage Termination Date 

 

  

 

 

 



Coverage End Date  

 

 



 

At any time, before or after completing your request, you may utilize the home button at the top of your screen to return to your 

Employer Group Page.  

 

 
 

Please feel free to contact your Account Manager via email or contact the WEBT/Willis Towers Watson office at (307) 634-5566 

should you need assistance with your employer portal site. 

 


