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SECTION 1 – INTRODUCTION & LOG IN 
Introduction 
The Member portal allows you to access your COBRA or Direct Bill account information. You can view 
your payment status, election options and general account information. You can also make online 
payments and add/modify recurring payments. 

 
Access your account information at httpps://MyBenefits.WageWorks.com. 

 
Register 
For access to the Member portal, you will need to register and create a username and password. 

 

 

 

https://mybenefits.wageworks.com/
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First Time Log In 
After you register and log in to the portal for the first time, you will need to verify or enter your email 
address and phone number as an additional security measure. 

 
Forgot Username or Password 
If you forget your username and/or password, you can request an email with your username and/or an 
email to update your password. 
 

SECTION 2 – MEMBER HOME PAGE 
Once you log in to your account, you will see the Member home page with important information 
about your account and special instructions or actions that are needed. 

 

 
 
 

Top Navigation Options 
These options will appear at the top of the screen and include: 
• My Accounts – View high level account summary information including coverage and billing details for the 

accounts you are enrolled in. 
• One Time-Payment - Make a onetime payment 
• Automatic Payments – Setup ACH 
• My Resources – View frequently asked questions. 
• My Notices – View all notices sent by HealthEquity/WageWorks. 
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If Needing to Elect COBRA 
• Enroll in COBRA – Ability to elect COBRA and select your benefit plans 

 

 
 

 

SECTION 3 – ELECTING COBRA COVERAGE 
If you have recently been offered COBRA but have not yet elected coverage, you can elect COBRA 
coverage when you log in to your account for the first time. 

 
COBRA Election Wizard 
To enroll in COBRA, you need to complete the following steps: 

 
Step 1: Select the “Elect COBRA Now” icon to begin the election process. 
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Step 2: Review the instructions / disclosure and check the acknowledgement box, then select 
“Next”. 

 
 

 
 
 

Step 3: Review your options for coverage and your dependent information (if applicable) which 
were in place at the time of your loss of coverage (also known as your qualifying event). 
Select the benefits and coverage code (as applicable) that you would like to enroll into 
under COBRA and select the “Next”. 

 

 
 
 
 



7 
Complink_Member -Website User Guide_COBRA/Direct Bill Copyright © 2022 HealthEquity, Inc. All Rights Reserved. 

 

 

Step 4: Select which individuals (including yourself) should be covered under each of the plans 
for the plan year and select “Next”. 
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Step 6:  Review your election choices and the election authorization. Note: If you need to 
make any changes, select the “Previous” button to go back a page. If everything is 
correct, select “Elect”. 
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SECTION 4 – USING YOUR ACCOUNT 
Top Level Navigation Menu 
My Accounts 
You can view a high-level overview of your account information including the coverage and billing 
details by selecting the “My Accounts” option from the top-level navigation menu. 
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View Resources 
You can view any applicable resources that are available to you by selecting the “My Resources” 
option from the top-level navigation menu. 

 
 

 
View Your Profile 
You can view the personal and demographic information that we have on file and update your profile as 
applicable by selecting the “My Profile” option from the top-level navigation menu. 

Within the account profile section, you can: 
 Update your address (provided this feature is enabled). 
 Add/update your phone number and/or email address. 
 Authorize the ability to email you regarding your account. 
 Setup automatic payments. 
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Change Password 

 
 
Within the “Change Password” option you can update your password. 

• Upper Case (A-Z) 
• Lower case (A-Z) 
• Number (0-9) 
• Special character - non-alphanumeric 

Members cannot use any of their 12 previous passwords and must change their passwords every 90 days.  
 

 
Message Center 
You can see how to contact HealthEquity/WageWorks if you have any questions or need to provide 
items to HealthEquity/WageWorks. You can also submit a support request for any questions or view 
submitted support requests. 
Contact Information 
The “Contact Information” option provides the contact information for 
HealthEquity/WageWorks. You can also submit a new support request and view previously 
submitted support request(s) or case(s). 
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Submit Online Support Requests 
The “Submit Online Support Request” option allows you to submit a support request on your account. 
Support requests can be used to ask a specific question or request assistance on your account. 
 

 
This allows the member to select the reason for the submission. 
 

 
 

Address Change 
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Cancellation Request 

 
Member Name Change 

 
 

Add Coverage for Dependent 
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Other 

 
 
View Support Requests 
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View Account Details 
You can view your specific monthly benefit information when you select the “My Accounts” button from 
the left navigation menu. 

 
 

To see specific billing details, including the applicable plans and coverage levels, select 
“Billing/Payment Details.” 

 

 
Make a One-Time Payment 
You can make a one-time benefits payment when you select the “One-Time Payment” navigation 
menu. This payment will be processed as an electronic check. 

 

 
 
To make a one-time payment, you need to complete the following steps: 

 

Step 1: Select the month for the payment. 
Step 2: Specify if the account is a checking or a savings account. 
Step 3: Enter your check number, routing, and account number from a check 
Step 4: Select “Make Payment Now” to process the payment. 
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Once your transaction is complete, you will see a confirmation page with the payment information. We 
recommend printing this page for your records. 

 

Establish an Automatic Payment 
You can make an ongoing, automatic benefits payment when you select the “Automatic 
Payment” option from the left navigation menu. 

 
To make an automatic payment, you need to complete the following steps: 

 

Step 1: Ensure the “Add/Modify” option is selected. 
Step 2: Specify if the account is a checking or a savings account. 
Step 3: Enter the routing and account number from a check. This is a double entry process to 

ensure accuracy. 
Step 4: Select “Next” to process the payment. 
 

 
 
Once your automatic payment has been created, you will see a confirmation page with the payment 
information. We recommend printing this page for your records by selecting the “Print Page” button. 
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View Your Notices 
You can view the generated notices that are sent to you when you select the “Notice” option from the 
left navigation menu. 

 

 
 

If you would like to look at a copy of a specific notice, select the “View” option for the desired notice. 
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