
EBIS overview
website:  http://www.hr.dla.mil/

Select Automated 
Tools



Click on EBIS



Select NEW USER



Click EBIS now



Read text and scroll down.



Click New User



Enter information as shown:  
•SSN w/o slashes or dashes.

•DOB as two digit month, two digit day 
and four digit year. 

•Service Comp Date (SCD) is your date 
of hire*. 

•Pay Plan may be GS, WG or YA.  
•Grade is dependent on your position.  

•Step is most often 01 (00 for YA).

*may differ if you have prior military and or 
federal civilian service.



Example:  ABcd@#12z

Worker.bee@dla.mil



Click on the transaction 
icon to complete your 

health & life insurance and 
TSP elections.



Only blackened 
buttons work.  Select 

change to begin.



As a new user, your options will be new 
enrollment & non-open season.  You will select 

the new enrollment option and click begin.



If you have researched the OPM website 
(www.opm.gov) and know the plan you 

want to select, click the first radio button.  
If not, you may review all health providers 
by clicking the 2nd (Fee for Service) & 3rd

(HMO).



For HMO, you must select a plan within 
the geographic area for where you live or 
work.  Be CAREFUL to pay attention to 

the provider service area.



Select your plan and 
click next.



You will be provided a verification 
of your election.  If this is not what 

you want, select quit.  If you are 
satisfied, click next.



You are required to 
answer this based 

on your current 
legal situation.



This screen is if you have other 
insurance, to provide that data.  If 

none, select next.



If a family plan is selected, you 
will be required to add family 

members.



You will need to update your family 
member data and mailing address.



After updating the basic data 
and mailing address, you will 

need to provide outside 
insurance information, if 

any, for the family member 
and click add member.



If you have no other 
family members, select I 

am done managing family 
members and click next.



This screen is very important, 
as this is your address and 

where the insurance cards will 
be mailed.



This confirms your election.

Process the transaction 
to complete or cancel to 

stop your action.



You will receive this receipt 
page after completing your 

transaction.  
There is also an option –

“printer friendly version” to 
print a copy of your SF-2809, 

Health Benefit Election.



To start, stop or change TSP 
click change.



Stop is to stop existing 
contributions.  

Election is to change or 
start contributions.



You will need to elect a 
percentage or dollar amount.

Enter the percent or dollar.



This is a summary and 
electronic signature of your 

transaction.  You will receive a 
receipt on the next page and 
option to print a copy of your 

TSP-1.



As a new employee you have 31 
days to elect optional coverage.  

There are no annual open 
seasons for changes to your life 

insurance.  Future elections 
may be made after a physical 

or qualified life event, but 
restrictions will be made to 

either change.  
Remember, your basic life 

insurance may show a higher 
rate than your salary if you are 

under age 45, as you are 
entitled to an “Extra Benefit”

at no additional cost



The benefit icon is your 
personal statement of 

benefits, covering what 
your benefit package 

consists of while working 
for the federal 
government.



The calculator icon allows 
you to use the data you 
updated in your profile 
icon to calculate future 

benefits. 
The FEGLI calculator will 

link you to the OPM 
website (www.opm.gov) 
to help you determine the 

amount and associated cost 
for life insurance options.



The forms available from 
this icon are PDF and or 
PDF-fill-able documents.  

These forms DO NOT 
automatically update 

systems.  
You must print, sign and 

mail, scan/email or fax the 
document to the DHRC-C 

Benefit’s Team.

Email:
DHRCC-covered@dla.mil

Fax:
614.692.6004



Your profile requires you to manually 
enter your FERS covered earnings 

(from your LES), SS earnings (from 
your PEBS statement from the SSA) 
and TSP (from your TSP account at 

www.tsp.gov).  Your profile is only as 
good as the data you keep up-to-date.



The information icon 
is a library of benefit 
related trivia.  This 
should be the first 

place you look if you 
have a question on 

your benefit package 
and then contact one 

of our human 
resource specialists 

for specific guidance.


