
This guide explains how a group admin may add a new enrollee.  The WEBT Online Employer Portal
may be accessed by visiting www.webt.org.

Adding a New Enrollee

Once logged in, select Add New Hire:

www.webt.org

Enter the
employee’s
information.

Fields with a red
vertical line are
required.

The benefit start date is the first of the month following the probationary period (if applicable).



Select Save and Send Enrollment Link.
The system will send an email to the employee and they will login to the WEBT employee portal to
add their benefits.  If using this option, the group admin may require that the employee enters their
own dependent information.  All eligible dependents should be added, even if they are waiving
coverage.
Once the employee completes the enrollment, the group admin will receive an email to review the
coverage change request (CCR).  The group admin reviews and approves the request.
Once the group admin approves the CCR, it is sent to the WEBT associate for final review.
If approved, the group admin and employee will both receive a confirmation email with a benefit
summary.
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Next, there are two options. 1. Save and Send Enrollment Link or 2. Save and Add Benefits:

1.

2.

1. 2.

Save and Add Benefits.
Select the Add Dependent button and make sure all eligible dependents are added, even if they
are waiving coverage.  You may enter all zeros for a dependent’s SSN if it is unknown.  It may be
added later.

Once all dependents are entered, select Save and Add Benefits.

OR
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Each tab of the benefit enrollment screen represents the benefit options available:

Select the
medical
option here,
or waive.

Mark the box next to each dependent that
is being covered.  If this box is not marked,
the dependent will not get coverage.

  

Continue to select Next to move
forward to elect dental/vision/life
coverages, if applicable.

If Dependent Life is an option, make sure it is marked for employees
with a spouse and/or dependents.

Click here to view the
benefit summaries.



Use the “+” to
add multiple
beneficiaries.
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Add the primary and contingent life insurance beneficiary information (must equal 100%):

Once all coverages are completed, select Preview Benefits and the Preview Coverages screen will appear:

Make sure all family members that
are supposed to be covered are
listed under each coverage.



Continue to make sure all family
members that are supposed to be
covered are listed under each
coverage.
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Review the coverages and select either Make a Change or Save and Finish. 

Proof of dependent documents and the other insurance
verifications are optional except for adoption and legal
guardianship.  However, WEBT reserves the right to
request proof of dependent documents and claims may be
held until an other insurance verification is completed.

Once Save and Finish is selected, the elections are submitted for review:
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Once Save and Finish is selected, the portal will send a Coverage Change Request (CCR) to WEBT for
final approval.  You may view Change Requests from the Manage Employees tab:

Use the Status drop down menu to view outstanding items and to track requests:

The group admin and the employee will receive a confirmation email with a benefit summary once the
CCR is approved.  If a confirmation email is not received, please contact WEBT as the enrollment may
not be complete. 

Also, once the CCR is approved, you may use Manage Employees, View/Edit Employees to navigate
back to the employee’s record.  In the Coverages section, select Summarize Coverages to print a copy
of the employee’s benefits.

If an error is discovered in the new hire elections, there is a Revise
Coverages button which may be used for 30 days from the effective date.  
Instructions are available on www.webt.org.


