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EMPLOYEE ENROLLMENT
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• You will have to access to two websites. Benefitbay for your 

ICHRA plan and Wise Benefits for all other benefits (Dental, 

Vision, Voluntary Benefits, Flexible Spending Account 

(FSA), Dependent Care FSA, and Life insurance).

– Wise Benefits is the company that you worked with last 

year when you met with benefits counselors.

• In Benefitbay you can enroll your spouse in one medical 

plan and yourself in another, if that makes sense for your 

family.  You will have a lot more choices this year!

Open Enrollment – How Do I Enroll?
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Benefitbay – Open Enrollment Kick-Off Email

Employees will receive an invite to log 

into app.benefitbay.com. It is important 

to note that any time during the 

enrollment process you can chat with a 

Customer Support representative at 

Benefitbay by clicking on the benefitbay 

logo in the bottom right-hand corner of 

the screen.

Example of Your Welcome Email
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Benefitbay – Log in to Benefitbay

You must be a 

registered user 

to access the 

Benefitbay 

system.
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Benefitbay – What If I Forget or Lost My Password?
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Benefitbay – Employee Navigation

Your Employee Enrollment will be the place where you begin your journey. You can always navigate to 

Enrollment by clicking on “Employee Enrollment” in your menu bar at the top left of the page. 
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OTHER SECTIONS INCLUDE:

Coverage: shows your Current or Pending 

medical insurance coverage

Profile: shows your home address, family 

members, and employment information

Medical Providers: you will be able to add 

your physicians and medical providers 

(must enter zip code)

Documents: contains your Individual 

Coverage HRA notice which your 

insurance carrier may need
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Benefitbay – Employee Enrollment

Your Employee 

Enrollment screen 

will be the place 

where you begin 

your journey. 
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Benefitbay – Verify Personal Info

Click on “First, let’s verify your 

personal info”

Update any incorrect or missing 

information such as your phone 

number

Next, your Employment 

Information will be displayed.  If 

anything is incorrect, please reach 

out to your HR Team.

Click “Continue”
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STEP 1:
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Benefitbay – Verify or Update Home Address

Next, your Address 

Information will be displayed.  

If anything is incorrect 

please make updates.

Your address determines the 

insurance carriers and plans 

available to you and your 

dependents.

Click “Continue” to move to 

next step.

STEP 1:
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Benefitbay – Add Dependents (only if covering)

Click ”Yes, add my family 

member”.  Add family 

members only if you are 

covering your dependents.  If 

they have other medical 

insurance then you do not 

need to add them.

Click “No, it’s only for myself” if 

applying for insurance 

coverage for yourself only.

If adding family members click 

“Save changes”.

STEP 2:
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Next, click “Verify 

and Continue” and 

“Continue to next 

step” to add your 

healthcare 

providers and 

continue 

enrollment.

Benefitbay – Add Dependents (only if covering)
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Benefitbay – Add Medical Providers (not required) 

Verify your 

providers to help 

ensure they are 

covered on your 

selected plans. 

STEP 3:
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Benefitbay – Add Providers

Search for your providers 

by name or zip code.  

Then select your Provider 

from the list. 
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Benefitbay – Add Medical Providers
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Benefitbay – Add Medical Providers
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Benefitbay – Profile Complete

31



32
©2025 ARTHUR J. GALLAGHER & CO. AJG.com

HOW TO ENROLL


