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Employee Benefits Information System (EBIS) at a glance:

EBIS is a secure website that provides current civilian employees access to
general and personal benefits information, the ability to receive retirement
estimates, and enroll or make changes electronically for health and life insurance
and the Thrift Savings Plan. It provides a flexible enrollment process that guides
employees through benefit plan elections; thereby eliminating the need to
complete an enrollment form for submission to your local Human Resources
Office. The election is submitted electronically to your servicing payroll office
thereby ensuring your benefits become effective and payroll deductions begin
timely.

Accessing EBIS is easy:

EBIS secure website can be accessed from the DoDEA’s Headquarters Human
Resources Regional Service Center (HRRSC) website or you can access it directly
by entering the following URL in your browser; https://hg-w3.dodea.edu/ (see
Figure-5).

The following step-by-step instructions are provided to assist you in accessing
EBIS through our HR website.

Step-1: Accessing the HO HRRSC website:

You can access the HQ HRRSC website (Figure-1) by placing the following URL in
your browser http://www.dodea.edu/offices/hr/default.htm. Our website has an
abundance of information that can

assist both current and potential HRHDME CMPLOYMENT EMPLOYEES  NEWS/EVENTS RESGURCES
employees. Wyt e N

Search

Step-2: Accessing EBIS apvplication:
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Figure-2 provides a visual of the h = - e TN : aed
following instructions. To access the dodea | HUMAN RESOURCES REGIONAL SERVICE CENTER
EBIS application, place your cursor

HR Regional Service Center Most Popular Sections General Information
over the RESOURCES menu
The Human Resources (HR) Regional > Current Vacancies »DoDEA Home Psge
i Service Center provides an abundance  * Becoming a Teacher *DoDDS Europe
(please do not CI ICk you r mouse at of services to support DoDEA » Benefits (Current DoDEA Emplovees) * DODDS-Pacific
H H H employees... read more »FAds » DDESS-Guam
th IS tl me) - After pIaCI ng you r = Teaching Categories & Reauiremnents » DDESS/DoDDS-Cuba
Online Empl A G | Inf Eri t
mouse over the RESOURCES [ = Online Employee Access (General Info) > Privac In\
ional i |
menu, you will see additional menu el Seurty S SYI 1 ropt and POF Files B
Optlons . employees an owerview of the new This area of the DoDEA site contains many POF
personnel system... read more files for vou to view and save. Itis
Figure-1
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As you move your mouse over .
the menu items, the Second item HR HOME EMPLOYMENT EMPLOYEES NEWS /EWENTS RESDURDES<:[I
“Online Employee Access” N | e P 1% .
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prOVIdeS an addltlonal menu : Online Employes Acce: »  General | Information
. . . - ‘o Sl Educaters Online Application EBIS
items list. The first item “General & T
Information” will provide you | ) F O ————————

additional information regarding
all of our online application. The

second item is EBIS. At this dodeo Contest BeEA R NTER

point you can click your desired o

Standardized Position Descriptions MyPay

HQ Employess Orientation b TSP Access

- . FAQs Citrisc N
. . . . HR Regional Service Centel . nation
option. Clicking EBIS will take | et & -
1 Service Center provides an abundance  » Becoming a Tescher »DoDOE Europe
you directly to the EBIS
H H employees,., read more =FAQs * DDESS-Guam
app“catlon - * Teaching Cateqories & Requirsmants » DDESS/DoDDE-Cuba
»onling Ermployes Access (General Info » Privacy Staternsnt
Figure-2
Step-3: General Information:
The General Information area
dodeO | Human Resources Regional Service Center Search 5

provides you an overview of all
the online applications. To HR HOME mpmmsm EMPLOYEES ~ NEWS/EVENTS  RESOURCES
access the EBIS overview, click : ;
on the General Information link
for EBIS (Figure-3). Once at the
HRRSC website

online employee access

online Ermployes Access * General Infarmation

online Employee Access General Information

The DoDEA Human Resources Servicing Center is continually evaluating and implementing

The menu on the Ieft Side of the General Information new applications designed to improve customer service and enable employees to completes a

. . EBIS wariety of actions online. Sore of these applications will be directed by the Department of
Webpage WI “ take you d | rectly Defense or the Office of Personnel Management, while others will be identified by DoDEA to
TOPS support the unique nature of transactions needed for our employees, Over time the list of
that particu lar applica‘tion e spplications will change as applications are fislded and other applications are replaced, but the

qoal is always to improve the way our emplayses are supported.

MyPay
Far mare information on each application, yau can cick on any of thase listed belaw. If you do

The next feW pages W|” provide TSP not need more infarmation but want to launch the application directly, you may click on the
A A A ) link to the left at any time.
you information on logging-in to

EBIS and its functionality, but if | ros e =
you require further assistance ere »ToPs #1520 s CITRIX
»DAPS = EP »GTS

with making your election ool oo

through EBIS, FOR DoDEA P o o A A o . .
EMPLOYEES ONLY, please
contact your local Human
Resources Representative by email the DoDEA Benefits Unit at
Benefits@hqg.dodea.edu or the EBIS Program Administrator at
EBIS@hg.dodea.edu.

Figure-3
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Step-4: Logging-on to the EBIS application:

You can access EB I S by CIICkIng on the HRHOME  EMPLOYMENT  EMPLOYEES NEWS/EVENTS ~ RESOURCES
EBIS menu item either from the left = g General Links
side menu of the Online Em ployee - . . Orline Employes Access b General Information !
Access - General Information page or Educstors Online Application
under the RESOURCES menu (see o s aenery I
Flgure—4) “nline Emplayes Access 3 Gencral RN Cperating Procedures (50Ps) DAPS
) Online Employee Access Gene standardized Position Descriptions MyPay
General Informatian The D& HG Ernplayess Grisntation b TSP Access m
. . . _— [I :::\i‘;; Contact DoDEA HR EPD ;:,
After clicking the EBIS menu item, a e Doten® s ’
new browser page will be opened and oars P12 rage ¢
. « . . Q08|15 vy 2 o e T w7 S e e e
you will see a “Security Alert” screen. by
For more information on each application, you can click on any of those listed below
TSP naot need more information but want to launch the application directly, you may click
link to the left at any time.
EFDr
Citrix » EBIS » MyPay s ECP
aTs »TOPS » TSP = CITRIX
» DAPS =EPD » 515
Figure-4

Welcome to EBIS...
DEPARTMENT OF DEFENSE EDUCATION ACTIVITY (DODEA)

EB.S EmPLOYEE BENEFITS INFORMATION GYSTEM

‘!?/ .

Help

Welcome to the Employee Benefits Information System (EBIS)... ves.z5

Department of Defense Education Activity
(DoDEA) EBIS Login

Current Users:
Enter your S5M and your PIN,

55N (Mo Dashes)
PIN

[He USBV{EDT’th Login

Lagin...

If you are a New User or you have forgotten your PIN, you will need your latest Leave and Earnings Statement or Motification of Personnel Action

to complete the information on the New User/Forgot Login link above, Your Mew permanent PIN must be six numbers and cannot be in the exact

order of your Social Security number, date of birth, service computation date, or repetitive/consecutive numbers. Far help within EBIS contact the
benefits section via e-mail at benefits®hg.dodea.edu or via phone at (F03)582-3981.

Figure-5

All users click New User/Forgot Login to establish or reset a PIN. (see Figure-5).
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User Validation

In order to establish (or reestablish) your login information you must be a validated user.
Enter the information below to and click the continue button to be validated as a user.

Enter Your Social Security Mumber (NMBHNMRLNY l—
Enter Your Date of Birth (MM/DDM): l—

Enter Your Service Cormputation Date (MM/DDM I—
Indicate Your Pay Plan: {00 l—

Enter Your Grade: {00 l—

Enter Your Step: () I—

Continue |

Figure-6

Complete all of the blocks. Using the information from EPD or the employee’s
most recent leave and earnings statement. Use slashes when entering date of
birth and service computation date. Do not use dashes. When finished entering
all info click Continue (see Figure-6).

DEPARTMENT OF DEFENSE EDUCATION ACTIVITY (DODEA)

EB.SEI"IPLDYEE BEMEFITS INFORMATION SYSTEM

Establish or Reestablish Login...

To establish or reestablish your login enter the information below and click the continue
button.

Enter Your New PIN:

PIM must contain numeric (0-9) and be & characters long,

Re-enter Your MNew PIN:
Set PIN |

For help within EBIS contact the benefits section via e-mail at benefits@hg.dodea edu or via phone at (703)588-3951.

Figure-7

Then you will get this Establish or Reestablish Login Screen. The PIN must be at
least 6 numeric characters and it cannot be the employee’s social security number
or date of birth. Suggest to the employee to keep it simple and one that they will
remember (see Figure-7).
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DEPARTMENT OF DEFENSE EDUCATION AcTIVITY (DODEA)

EB.SEI"IPLDYEE BENEFITS INFORMATION SYSTEM

Establish or Reestablish Login...

¥ou have successfully established (or reestablished) your login information.

Y¥ou must now login with your new information. Click the continue button to return to the
login page.

Cantinue |

For help within EBIS contact the benefits section via e-mail at benefits@hg.dodea.edu or via phone at (703)588-39381.

Figure-8

This screen provides confirmation of the Account establishment or re-
establishment. Press close to continue (see Figure-8).

DEPARTMENT OF DEFENSE EDUCATION AcTIVITY (DODEA)
EB.SEMPLUYEE BENEFITS INFORMATION SYSTEM
?

W,

Help

Welcome to the Employee Benefits Information System (EBIS)... ves.zs

Department of Defense Education Activity
(DoDEA) EBIS Login

Current Users:
Enter your SSK and your PIN,

S5 (Mo Dashes)
PIN

Mew User/Forgot Lagin

Login... |

If you are a New User or you have forgotten your PIMN, you will need your latest Leave and Earnings Statement or Motification of Personnel Action
o cornplete the information on the New User/Forgot Login link above, Your New permanent PIN rust be six nurmbers and cannot be in the exact

order of your Social Security nurnber, date of birth, service computation date, or repetitive/tonsecutive numbers, For help within EBIS contact the
benefits section via e-mail at benefits@hq.dodea.edu or via phone at (703)588-3981.

Eigure-9

Now enter the employee’s social security number and their newly established PIN.
Press Login to continue (see Figure-9).




DoDEA Employee Benefits Information System (EBIS) « Instruction Guide...
DoDEA/Benefits Unit

DEPARTMENT OF DEFENSE EDUCATION AcTIVITY (DODEA)

EB.SEHPLUYEE BENEFITS INFORMATION SYSTEM

? 2 = = ;
Help My Benefits  Calculators  Transactions HR Link My Profile  Information
33“"3"7 Welcome to the Employee Benefits Information System (EBIS)...
ser:

SHARON E LOGAN i .
Department of Defense Education Activity (DoDEA)

The Employee Benefits Information System (EBIS) is designed to provide Federal employees general and personal information regarding their

PN o8ttt || otrement & benefits.

Pending Transactions

FEHB: MNone | To get started - choose one of the following:
TSP MNone
TSP Catch-Up: MNaone =
ecLl Uiz Click for a comprehensive personal staterment of your retirement and benefits,
My Estimates My Benefits
Mew: i}
old: 0 =
Click to use a variety of retirement and TSP calculators.

Calculators

Al jency News

=
C_:-‘/ Click to view current coverage and/or change your TSP, FEHB, or FEGLI benefits,
Transactions

g Click to view estirnates from your Hurman Resources office.
HR Link

@ Click to personalize your information that is used in EBIS,
My Profile

Figure-10

From here the employee can access and/or make benefit transactions (see Figure-
10).
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