Adding a New Enrollee

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.

Once logged in, select Add New Hire:

l # Add New Hire  Manage Employees-  invoices  Manage Suppori Cases  Reports  Conitact Uis Required Employer information - _

Welcome to the WEBT Online Portal! A place to manage your employees and their eligible dependents,
change coverages and review standardized reports pertaining to your membership. Feel free to open a
case under the “Manage Support Cases” section to request information on benefits/eligibility, claims

andlor enrollment! You may also request a new ID card or any WEBT supplies you may need.
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The benefit start date is the first of the month following the probationary period (if applicable).
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Adding a New Enrollee

Next, there are two options. 1. Save and Send Enrollment Link or 2. Save and Add Benefits:

Add Dependent

Return to Home

1.

1. 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.

o If approved, the group admin and employee will both receive a confirmation email with a benefit

summary.
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.
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Save and Send Enrollment Link

o Once all dependents are entered, select Save and Add Benefits.
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« Each tab of the benefit enrollment screen represents the benefit options available:

. Benefits

ected Benafis Flan Name Start Date Ene Date Banafit Description " Goxt 1 rls:‘ :“:‘ 000
L] Select the $1,0 1112025 e é. L
medical e . T Click here to view the
option here, 515 siaoas & benefit summaries.
or waive.
Hame Relationship Gender ooB SEM
B Jeremy Sanchez Spouse Ml ]

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

. Benefits

When selecting benefits below, please make sure to click on each plan tab to complete

Life
Selected Benefits Plan Name Start Date
Life - Active Required 10/1/2025
Dependent Life - Active 10172025
AD&D - Active Required 10/1/2025

o If Dependent Life is an option, make sure it is marked for employees

with a spouse and/or dependents.

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

your enroliment

End Date
6/30/2026

6/30/2026

6/30/2026
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Adding a New Enrollee

o Add the primary and contingent life insurance beneficiary information (must equal 100%):

Action Narme Relatienship Percent

Use the “+” to
add multiple
beneficiaries.

Action Narme Relatienship Percent

N

Save Progress 8 Complele Later @

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

$1,500 Deductible Starts on 11/01/2025.
tal Cost $1,838.00 - Employer Contribution $0.00 = Your menthly cost $1,838.00

Lila Sanchez (Subscriber)
Jeremy Sanchez (Spouse)

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

WEBT High Option Dental Starts on 11/01/2025.
Total Cost $35.00 - Employer Contribution $0.00 = Y

Lila Sanchez (Subscriber)

eremy Sar
Jeremy Sa

chez (Spouse)
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Adding a New Enrollee

WEBT Employer Paid Vision Sia 1 11/01/2025.
1$11.00 - Employer Contribution $0.00 $11.00
Lila Sanchez {Subscriber)
my Sanchez (Spouse)
« Continue to make sure all family
Life vith cost $2.00 and Amount §20,000.00 Starts on 11/01/2025 members that are supposed to be
Dependent Life il cost $3.00 Starts on 11/01/2028 .
ADSD vith cost $1.00 Starts on 11/01/2025 covered are listed under each
coverage.
Make a Change

« Review the coverages and select either Make a Change or Save and Finish.

« Once Save and Finish is selected, the elections are submitted for review:

M ASdMew e Mansge Employees - voloes Manage Support Cases. Repors Contact s || Requined Employer information - _

Your elections have been submitted for review.

L { Accepted File Types are por, [er, 005, OO X, 002 &nd pAase A0 [anger o § ME )

« 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.
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Adding a New Enrollee

« 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:

Add New Hire RUSERERERSWGIECER/N Invoices  Manage Support Cases  Reports  Contact Us Required Employer Information - I

Life Event

Change uests
Tes -

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

Coverage Approvals - B g
i A ! Search R LA a Ll =

Awaiting Assoctate Approval

Lila Sanchez View

« 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.

COVERAGES

Lite Event Coverage Update Beneficlaries Open Enroliment Cumenl Coverages  +
Medical  Denta vision  Life
Start Date MN2025 End Date B02026
Plan Name §1,500 Deductibe - Active Coverage Tier 2 Adutt
Update By Dawn Johnson Update Date 1001472025

F3ITAM

« 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.
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