
Welcome to Creating a New Support Case on the WEBT Online Portal System! 
 

This guide will walk you through the steps necessary to creating a new support case.   

 

To begin, please log into the WEBT Online Portal: 

 

 

  



Once you log into the portal and will utilize the Manage Support Case link to begin.  This is a place where you may ask questions and 

track requests pertaining to claims and benefits for a member. 

 

 

 

 
 

 

 

 

 

You may also choose to utilize the icons that run down the left-hand side of the page to assist with you with your membership 

additions and/or changes. 

  



Please click on the New Case button to begin. 

 

 
 

 

 

 

 

 

  



You may utilize the Case Reason drop down to review the options available.   

 

Please note:  Benefits/Eligibility, Other and Supply Request are generic and will not bring up a member.  All other categories will 

require you to you enter a member’s name as they are case specific.  

 

 

 
 



When utilizing the Case Reason Claim Status, you will enter the member’s name, and enter a description of what claims issue the 

member is having problems with. 

 

 
 

Once this is complete, you will hit the Save button to submit your support case.   



This will bring up a screen showing you the case & number that has been created and sent to WEBT 

 

 
 

 

 

 

 

 

 

 



Once WEBT has received the support case, and has an answer, you will receive an email letting you know.  When you click on the 

link provided, it will take you back to the Manage Case section. 

 

 
 



 

The Manage Support screen will now show the case Status as Closed.  You may click on the View button to review WEBT’s response 

to your inquiry.  Please note: The information in this section will house all historical cases.  

 

 
 

 

 

Case Status 

 

 

 

 

 

 

 



Once you click the View button, you will be redirected to the scrren below, where you will find the response to your inquiry.  

 

 
 

 

 

 

 

 

 

 

 



At any point in time, you may enter the Manage Support Case screen and review its history in its entirety, or you may search by 

member.  If you search by member, all cases for that member will be displayed.  

 

 
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 site.  


