Dependent Entry Instructions

1. Navigate to http://my.nbsbenefits.com

2. Once there, log in to access your participant portal:
Register | Login
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My Accounts ‘ Enroliment | Prior Accounts | Resources ’ Consumer Tools ‘ Search...

Welcome to the NBS Benefits Portal

Navigation @

Contact Us

Login

FSA Resources HSA Resources

HRA Resources

Click here to learn more about Health
Reimbursement Arrangements
(employer funded healthcare accounts).

Username:

Click here to learn more about Heatlh
Savings Accounts

Click here to learn more about
Healthcare and Dependent Care Flexible

Spending Accounts

Continue

This website is optimized for the latest versions of Internet Explorer, Chrome, or Firefox. Safari is not a compatible browser.
during non-peak hours. If this occurs, we ask that you try back

Password is entered on next page. Website upd happen regularly ing brief d
later and we apologize for any inconvenience.

Forgot your Username? Click here.

New User? Please click here to
create a username and password.

3. On the participant portal homepage, hover your mouse over “My Profile” to bring up a drop-
down menu:
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4. Select “Personal Information” from the drop-down menu:
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Benefit Account Summary

Debit Card Management
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Transaction History

5. On the Personal Information homepage, select the “Family Details” tab:

Personal Information

Family Details

6. On the “Family Details” tab, select “Add Dependent”:

Personal Information

My Information Family Details

Add Dependent



7. Complete the Dependent Demographic Information entry

Dependent Demographic Information

First Name*: | Initial: | Last Name*: |

Dependent ID*:
Relationship*: -—-Select One-- This will be prepopulated.

Do not change it.

Date of Birth: (mm/dd/iyyyy)
SSN: Gender: | --Select Ohe-j
Full-time Student: | Home Phone: |

ADDRESS*:  Copy Primary Address |

Address 1:

Address 2:

City*:

State*: -Select a State—
Zip*:

Country*: us A

* Field is required

‘ Next | Cancel ‘

Click Next/Save to complete the Dependent Entry process.



