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Revise New Hire Coverages

Changes may be made to the new hire’s coverages within 30 days of the effective date of coverage.  To
revise coverages, select the Manage Employees tab, View/Edit Employees.  Search for the employee by
name and select View:

Scroll down to the coverages section and select the Revise Coverages button:

This guide will explain how a group admin may revise a new hire’s coverages.  The WEBT Online
Employer Portal may be accessed by visiting www.webt.org.
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Make the necessary changes by reviewing each tab of the benefits:

Update the
medical
option here

Mark the box next to each dependent that is
being covered, or uncheck the box if the
dependent should not be covered.  

Continue to select Next to move
forward to revise dental/vision/life
coverages, if necessary.

Once all coverages are revised, select Preview Benefits:
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Make sure all family members that are
supposed to be covered are listed under
each coverage.

The Preview Coverages screen will appear:

Select Save & Finish if
the coverages are correct.

Once Save and Finish is selected, the portal will send a Coverage Change
Request (CCR) to WEBT for final approval. 

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. 


