
Benefits 24/7 

Enrollment Process 
To start your benefits enrollment, log into your Benefits 24/7 account. If you need assistance, visit Help with 
Benefits 24/7 | Washington State Health Care Authority. 

If this your first-time logging into Benefits 24/7 and have not set up a SAW account, click on How to Set Up 
Your Account below.   

If you already have these accounts set up, click on the Benefits Enrollment Process. 
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How to Set Up Your Account 
1. Visit benefits247.hca.wa.gov and click on the top Login to Benefits 24/7 button. You’ll be directed to 

SecureAccess Washington (SAW) and will need to create a new login through SAW to access Benefits 24/7 
using your personal email address. If you already have a SAW account linked to your personal email 
address, you don’t need to create a new one. SAW is the state’s secure single-sign-on portal for external 
users and will keep your sensitive information secure. 

https://benefits247.hca.wa.gov/auth
https://www.hca.wa.gov/employee-retiree-benefits/help-benefits-24/7
https://www.hca.wa.gov/employee-retiree-benefits/help-benefits-24/7
https://benefits247.hca.wa.gov/auth


2. Click on Sign Up! to create a SAW account. (If you already have a SAW account, enter your username and 
password, and skip to step 5.) 

3. Enter your name, email address (please use your 
personal email address), a username, and password. 
Once finished, check the box to indicate that you’re not 
a robot, then select Create my account. 
*Tip: Remember to save your username and password 
in a safe place so you don’t forget them the next time 
you log in. 

4. Check your email for a message from SAW. Click on the 
confirmation link in your email, close the Account 
Activated! browser window that opens, and return to 
your original window. Follow the instructions on the 
screen to finish creating your account. 



5. You will be redirected back to Benefits 24/7. Enter your last name, date of birth, and the last four digits of 
your Social Security number. Click on Verify my information. 

6. Select your security questions and type in your answers, then select Claim this account. Like your 
username and password, be sure to save these in a safe place where you can find them. 



7. Review and Accept the Benefits 24/7 Terms of Use. Then you will be directed to the Benefits 24/7 
dashboard to start the Benefits Enrollment Process. 



Benefits Enrollment Process 
1. When you log in, you will be directed to your Subscriber Dashboard. You will see a Newly Eligible button, 

that includes the timeframe you have to complete your benefits enrollment and the effective date of your 
coverage. Click on the button to begin your benefits enrollment.   

2. If you have dependents to add to your account, select Yes. If you are not adding any dependents to 
your plans, select No and skip to Step 12. 



3. Complete the entire dependent section and then select Let’s add coverage to your dependent. 



4. Select the benefits election(s) you would like to enroll your dependent into by checking the applicable 
boxes. Then select Let’s make tobacco attestations for this dependent. 

5. If prompted, complete 
the Tobacco use 
premium surcharge 
attestation for your 
dependent. Then select 
Continue to the Spouse 
or State-Registered 
Domestic Partner 
coverage surcharge 
attestation to move to 
the next screen. 

*Not applicable for 
dependents under the 
age of 13. 

  



6. If prompted, complete the Spouse or State-Registered Domestic Partner (SRDP) coverage premium 
surcharge by answering each of the questions. Then select Next. 

 *Not applicable for non-spouse/domestic partner dependents. 

  



7. You will be notified if the $50 spouse/state-registered domestic partner surcharge applies or not. 
Select Proceed to dependent review.   

8. Verify the information on the Dependent Review screen is accurate. If everything is correct, select 
Save and finish this dependent. 



9. If you have any additional dependents to add to your coverage, select Yes and complete Steps 3-8. If 
you do not have additional dependents to add, select No and move to Step 10. 



10. Another Dependent Review screen will appear with all the dependents that have been added. Verify 
the information for each dependent is accurate. If everything is correct, select Let’s upload eligibility 
documents for your dependent. 

  



11. On the Document upload screen, upload your Dependent Verification document(s) (if applicable). For 
questions on required documents, please contact our Employee Services Team at 
HRHelp@wsdot.wa.gov. Once all required documents have been uploaded, select Proceed to elect 
coverage. 

  

https://www.hca.wa.gov/employee-retiree-benefits/public-employees/verify-and-enroll-my-dependents
mailto:HRHelp@wsdot.wa.gov


12. On the Medical Coverage screen, select the medical plan you would like to enroll in from the options 
listed for you, or select the Waive medical coverage box. Then select Next.  



13. On the Dental Coverage screen, select the dental plan you would like to enroll in from the options 
listed. Then select Next. 

  



14. Verify your selections are accurate. Then select Confirm and let’s complete tobacco attestation. If you 
waived medical coverage, select Confirm and let’s view supplemental coverage options and skip to 
Step 19. 

  



15. Review the information on the Tobacco use premium surcharge screen. Then select Next. 



16. Select the option that applies to you for the tobacco use premium surcharge. Then select Next. 

17. Review the Legal notice. Then select Next. 



18. The system will notify you if the tobacco surcharge applies to you. Select Confirm and let’s view 
supplemental coverage options. 

19. Review your supplemental coverage options and select between the three Employee-Paid LTD options. 
The approximate monthly premium for each election is listed based on your monthly salary.   



20. Review the additional coverages. If you would like to enroll in any of the supplemental coverages listed 
below, complete the form or online enrollment for each of these coverages. You are unable to enroll in 
these coverages through Benefits 24/7. See step 24 on how to enroll. Select Continue and review. 

  





21. Review your Summary of coverage election screens for accuracy. If everything is correct, select Next 
through each screen. 



22. Review the Legal notice and select Confirm. 

  



23. Your new enrollment is now complete and has been sent to our HR Services Team for review. If further 
information is needed, someone from the team will reach out. You can download a summary of your 
elections by selecting the Download elections button. 

*Please note: You have 31 days from your date of eligibility to make changes to your benefits. Even if 
you complete the process, you may still go back to Step 1 in the Benefits Enrollment Process to make 
changes up through the end of your 31-day enrollment period as listed on your subscriber dashboard. 
If you do make any changes, be sure you finish out each screen in the process all the way through Step 
23 for your changes to be saved.    

24. To enroll in supplemental coverages, go to the New Employee Orientation (NEO) website and complete 
the applicable forms/online enrollment listed in the “Due within 31 days” section. 

https://wsdot.wa.gov/about/employment/welcome-wsdot/new-employee-orientation
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