
Page 1 of 4 
 

               Commuter Benefits (WEX): How to Enroll 

Unlike other benefits where enrollment is limited to an Open Enrollment period or a 
Qualifying Life Event, with Commuter Benefits (Parking and Transit), you can  
enroll or make changes to your enrollment at any time.  The 2024 maximum 
monthly contribution is $315 per month per benefit. A list of eligible commuter 
expenses can be found here. 
 
The enrollment process is managed in ADP under the Benefits/Enrollment section,  
where you can set-up a monthly contribution. Contributions will be deducted, pre-
tax, from the 1st paycheck of each month and transferred to a personal Commuter 
account managed the vendor WEX. You can spend your contributed dollars using a 
WEX debit card (a card will be mailed to you aer your first enrollment or loaded 
onto your existing card if you already have a WEX card through a previous 
enrollment or FSA) or by filing claims. See flyers at the end of this packet for more 
information. 
 
Instructions: 

1. Login to ADP Self Service Portal and navigate to Myself> Benefits> Enrollments. 

  

2. You will see a Commuter Benefits enrollment profile. Click “Start Enrollment”. 

 

3. Aer opening the enrollment page, navigate to the “Select Benefits” tab. From 
this section, you can either make new enrollments or change existing ones. 

 

https://www.wexinc.com/products/benefits/commuter/
https://benefitslogin.wexhealth.com/Login.aspx?ReturnUrl=%2f
https://workforcenow.adp.com/
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New Enrollments:  

a. From the Select Benefit screen, navigate to Eligible Plans. For the commuter 
benefit (Parking or Transit) that you are interested in, click on “View on Plans”. 
You can enroll in either or both, but each is a separate enrollment. 

 

b. On the next screen, you will need to select the Frequency to proceed. There is 
only one menu item to select from – Monthly. Please note the default screen 
may reference this being an annual contribution, or contribution for the entire 
year. This is a system limitation and is incorrect. The contribution that you 
enter will be deducted monthly not annually. 

 

c. A resulting field will pop up for you to enter your monthly contribution (up to 
$315/month for 2024). Enter the contribution amount you want deducted 
each month. The per paycheck cost is only for the first paycheck of the month. 
Confirm details and confirm again on the pop-up screen. 
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d. Aer confirming, you still will need to submit the enrollment. On the Selected 
Plans page, click Next and then on the following screen, click Submit 
Enrollment. 

 

e. Your enrollment is complete. Your information will be submitted to the 
Commuter vendor WEX, and a debit card will be mailed to your address of 
record unless you already have a WEX debit card from a previous WEX 
commuter enrollment or FSA. Aer your enrollment syncs with the provider – 
typically 1-2 weeks, you can register your account with WEX to view funds, file 
claims, and manage your account. See How to Register guide for more detail. 
 
 
 

 

https://benefitslogin.wexhealth.com/Login.aspx?ReturnUrl=%2f
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Change an existing enrollment: 

a. Under the same Select Benefits tab, a Selected Plans section displays if you have 
a current enrollment. Click “View all plans” for the benefit to make a change. 

  

b. On the next page you can change the contribution amount or Unenroll. Click to 
confirm on the resulting pop-up.  

 

c. Aer confirming, you still will need to submit the enrollment if you have made a 
change. On the Selected Plans page, click Next and then on the following screen, 
click Submit Enrollment to finish the process. 

 

Enrollment Timing: Commuter enrollments/changes need to be submitted and 
approved in ADP by the Wednesday of the week prior to the first pay date of the 
month. For example, if the 1st paycheck for the month of June falls on Friday June 
7th , the last day to submit your commuter enrollment or change in contribution(s) is 
Wednesday May 29th  for the deduction to be processed on the June 7th  pay date.  



How to Register with WEX (Commuter Benefits) 
 
If you have enrolled with commuter benefits in ADP, your contributions will be transferred to 
WEX – our vendor for Commuter Benefits. You will need to first register with WEX to manage 
your account. After completing registration, you will be able to view your balance, process 
claims, and login through the WEX app. If you have just completed enrollment in ADP, you 
may need to wait 1-2 weeks for your information to carry over as WEX won’t be able to verify 
you as a user until your information is synched. After first time registration, your monthly 
contributions should sync within a few days. 
 
First Time Registration Instructions 
1. Go to Login (wexhealth.com) . Click on “Get Started” under the “New User” section. 

 

2. On the “Verify User” page, enter your identifying details to match you to your employee 
record. These will include: First and Last Name, Zip Code, and Social Security Number or 
Employee ID. Select “Next” to continue.  

• Zip Code: enter the home zip code that you use in ADP. 

• Employee ID: This is the position ID listed on your profile in ADP . To view, 
navigate to Myself> My Information> Profile, and under the “Work Info” box, use 
the Position number not including the letters (HZF). 

 

https://benefitslogin.wexhealth.com/Login.aspx?ReturnUrl=%2f
https://workforcenow.adp.com/


3. After entering your details, WEX will send a one-time passcode to your BBC work email 
Address. Enter this code in the verification passcode box and select “Next” to continue. 

 
 

4. On the next screen you will be asked to select 5 security questions/answers for WEX to 
secure your account. Select “Next” to continue. 

 

5. Finally, you will set up your login credentials. You will automatically be assigned a 
Username by WEX, and you will create your own password. The password will require at 
least 8 characters, and must include at least one uppercase and lowercase letter, and one 
special character. After creating your password, select “Submit”.  Shortly after completing 
your setup, you will receive a confirmation email from WEX confirming your registration. 

 
 

6. Your registration is complete. We recommend downloading the WEX app and reviewing the 
flyers in this packet to get the most out of your commuter benefits. 
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