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Online Benefits Management Systems
User Guide

Welcome, this is your guide to the EasyHRWeb online benefits management system. The site
has been designed for you to easily review, enroll and change your benefit selections as
needed.

Start by going to your web browser and navigating the site listed below;

https://www.easyhrweb.com/bc_demo

Please read the instructions on every page, as the guide will walk you through the enrollment
process.

Enter your user name and  password
to access your personal benefits
information, remember your password is
case sensitive. If you have not already
created a User name and password
click on Create  Account and fill in all
the required personal information.

Create New
Account here

Enter User name
and Password

At the top of the page you will see
several rows of Tabs. The top most
row has tabs for; your account, a
tutorial page, to change your
password, to log out and a help
page. The rows in the green field are
Tabs for coverage available in the
program. Click on any Tab to learn
about that benefit- plan highlights,
rates, frequently asked questions.

Welcome Screen
(pictured, right)

Login Screen (pictured, right)
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These Tab bars will always appear at
the top of whatever page you are
viewing.

The Tutorial tab will guide you
through the site navigation much like
this User Guide.

At the bottom of your Welcome
Screen (pictured, right) will be a
tool box showing you the steps in the
benefit management system you
need to complete or have completed.
If you have not completed all steps
click the resume button and the site
will navigate you to the processes
that need to be completed. At any
time, if you need to exit the site and
finish at a later date, click the Save
and Exit button at the bottom of
each page.

Here you will enter all your dependents
you want to add to your coverage. If
you have no dependents please click
No Dependents at the bottom of the
screen. If you have multiple
dependents please enter their
information one at a time and click
Add Dependent.

If you have no
dependents just
click here

When you have selected No
Dependents or added all your
dependents please scroll to the
bottom of the screen (pictured,
right). If you did add dependents
they will appear in what is now
blank text box. Select Continue

This is where your
dependents will be if
you added any

Manage Dependents
(pictured, right)
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after you selected your choice from
above to add dependents or not.

Coverage Selection
(pictured, right)

Here you will select the coverage tier
that best suits you and your insurance
requirements. In each entry field for
Medical, Dental and Vision you may
Decline Coverage or select the option
best suited to you. The sum of the costs
will be added up automatically in the
Benefit Costs to the right of the
coverage plans.

Below the Medical, Dental and Vision
coverage is Basic Life and AD&D, and
Long-term Disability, both of which
the premium is paid 100% for by
EasyHRweb, LLC. You can also
participate in a Health Savings
Account (pictured, right) which allows
you to save money for future medical
expenses. Also there is a FSA for
Medical, Dental and Vision as well as
for your dependents, if you have
selected dependent coverage. There
are two (2) types of FSA's. All options
for coverage can be declined if you so
wish to. When done selecting or
declining your  coverage, click
continue.
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If you had any
dependents
select them from
a list generated
here.

Add
beneficiaries
here.

Additional Questions
(pictured, right)

You must answer and complete all
these questions on the page before
moving on.

You must first select your
beneficiaries if you have any from
your dependents list or you may add
a beneficiary. Your beneficiaries
selected or added will be compiled
into a list, and you may print a list of
your beneficiaries and/ or continue.
You will then need to apply your
electronic signature (pictured, right)
on the next page and select
continue.

If you assigned beneficiaries then
you will be directed to a
Beneficiary Assignment
(pictured, right) page and will
need to assign a percentage of the
assignment to your beneficiaries. If
you have more than one
beneficiary then the percentage
you assign to each will need to
addup to one hundred percent
(100%). After assigning, enter your
electronic signature.

Manage Beneficiaries
(pictured, right)

Health Questionnaire

A health questionnaire, with questions
such as those pictured to the right, may be
included in your benefits enrollment
process. If so, you must completely fill out
the health questionnaire page, and type
your electronic signature before continuing.
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Benefits Confirmation
Statement
(pictured right)

This page reflects the elections you
made on your enrollment form, read
carefully and make sure all
selections are correct. If not, select
the back button and correct any
mistakes. If it is correct then enter
an electronic signature once again
and select continue.

Sign here.
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After you have completed your
confirmation and you are done
with enrolling in benefits. You
may review your account and/ or
log out. Anything you have not
completed will be marked in red
as Incomplete. Every section that
has been completed is marked in
green as Completed.

Logout (pictured, right)

Print Paper Packet
(pictured, right)

After you have confirmed your
selections on the Confirmation
Statement page, you may be directed
to the Print Documents page. This
page will display a list of all paper
documents that you need to print as
part of the hiring process.

Click Print Packet to generate a PDF
that includes all the documents in this
packet with standard information such
as your name and address pre-
populated.

Thank you for completing the EasyHRweb Benefit Management.
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