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First-Time Online Registration 

PLEASE NOTE: You must complete your enrollment prior to the enrollment deadline provided by your employer or you will miss 
your opportunity to participate in the program. Please follow these steps for enrolling for the upcoming plan year online 

 
New enrollees/participants who have NOT been in the plan (Use one of two options below): 
Either click this hyperlink https://Myplans.cbiz.com/Login.aspx?sec=BIS-B04902; then select “Get Started”  
 
 

 
 
Or go to https://myplans.cbiz.com; under “Setting Up New Account” enter CODE: BIS‐B04902  
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Flexible Spending Plan Enrollment 

PLEASE NOTE: You must complete your enrollment prior to the enrollment deadline provided by your employer or you will miss 

your opportunity to participate in the program. Please follow these steps for enrolling for the upcoming plan year 

Step 1 of 8: 

After you log in, click the “Enroll Now” button towards the middle of the home page. 

 

Step 2 of 8: 

Review the plans you are eligible for and click the “Begin Your Enrollment Now” button when ready. 

 

Step 3 of 8: 

First, verify/update your profile and click “continue”. 

Step 4 of 8: 

Then, check each acknowledgement box once you understand the plans available and click “continue”. 
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Step 5 of 8: 

Enter in the desired election for each plan that you wish to enroll in. Do note that some elections are annual and 

some are monthly. For plan(s) that you do not wish to enroll, leave the field blank. Click “Continue” when finished.  

 
Step 6 of 8: 

Choose the payment method of your reimbursements. If Debit Card is available, you will still have the option to 

be reimbursed by valid claims, but a card will also be issued in your name. If Direct Deposit is chosen, you will 

need to enter in your bank information. Click “Continue” when finished. 
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Step 7 of 8: 

Verify your information. You may go back to any previous page by clicking the “Edit Information” button. Once 

verified, click “Submit”. 

 
Step 8 of 8: 

You’re all set! You may revisit the homepage and review your account at any time. If your plan offers debit cards, 

one will be mailed to the address provided.  


