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There are two ways to go into the Open Enrollment Portal.  

Open an internet browser. Using the Address Bar, navigate to your web address and 

type:  www.NBOEbenefits.com 

 

To gain access into the SSO Portal you are required to enter your Newark Broad of 

Education username and password. Issues with your SSO Portal Password and to reset 

your District password should be directed to ISD at 973-733- 8700 or ISD Customer 

Support Group via email CSupport@nps.k12.nj.us.  

 

http://www.nboebenefits.com/
mailto:CSupport@nps.k12.nj.us
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The other way to go into the Open Enrollment Portal is through Employee Self Service 

by clicking here:  

 

 

 

 

https://npsssvc.nps.k12.nj.us/psp/ess/SELFSERVICE/ESS/?cmd=login
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Click on the Benefits tile:  

 

Once you click on the tile, you will be given two options. One to log into the Benefit 

Express Open Enrollment platform and the second link is to log into the Employee 

Benefits Portal-  where you can review plans - www.hrconnection.com Passcode NBOE   

 

http://www.hrconnection.com/
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Error Message: To resolve this error message on the website, see below, please clear 

your cookies and cache or use another web browser. Note, if you bookmark the site 

once logged into it (i.e. got to the home page then bookmarked) then this will cause that 

screen to appear.  We do not recommend you bookmark the site.  

 

Please click on this video for assistance; “How do I clear my cache and cookies?” 

https://indeed.force.com/employerSupport1/s/article/How-do-I-clear-my-cache-and-cookies?language=en_US
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The next screen you will need to agree to the Terms and Conditions:  
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On the main page you will click on the orange button Enroll Now located near the top of 

the screen. If you are waiving coverage, you must click here to start- and you have the 

option to waive coverage in the “Choices” section.   

 

A window will pop up and Click on the Annual 

Open Enrollment option, blue Change button.  

 

Declare a Life Event feature won’t be available 

until the new year.  

 

 



8 
 

Please note, you can start, complete, and return to this enrollment site mutiply times, 

now until Novemeber 30. If you require to make changes, resubmit, update information, 

you have that opportiunity until November 30th. 
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The system will prompt you to answer questions on the following:  

Getting Started:  

1. Relationship (spouse/children) within NBOE  

2. Communication 

3. Dependents 

 
Select yes, if you are related to another NBOE employee as a spouse or child. Note: The Benefit Plans do not allow 

coverage as both an eligible dependent and employee, i.e. dual coverage. If you are related to another Newark Board 

of Education employee (i.e. a spouse or child) and that person is enrolled in individual coverage through Newark 

Board of Education you cannot enroll them as a dependent on your coverage. If both you and your spouse are 

enrolled through a Newark Board of Education plan your child(ren) cannot be covered under the Benefit Plans as an 

eligible dependent of both you and your spouse. 
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You will be asked for your preference in electronic communication on this screen. You 

will be reviewing your mailing address as well:  

 

To update your mailing address, please log into Employee Self Service (ESS) by clicking 

here to update the required information. Click Personal Details > Addresses > and 

following the prompts to edit accordingly. Any questions about your address change, 

please email recordsverification@NPS.K12.NJ.US.  

https://npsssvc.nps.k12.nj.us/psp/ess/SELFSERVICE/ESS/?cmd=login
mailto:recordsverification@NPS.K12.NJ.US
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Optional: You can add your personal email and phone number into the system to stay 

connected with changes or notifications in this benefits portal.  
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You’ll receive a verification code to your email/cell phone, and will be required to enter 

that verification code in the appropriate field. If an error occurs, to cancel, click on the 

previous button, go back, then return back to this section. To skip, click save & continue.   
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On the My Dependents screen you can review information about your dependents, if 

applicable. Disclaimer: Do NOT click Add Dependent & enter information about yourself. 

Your personal information is already loaded in the system.   

 

Reminder, if you are waiving all the coverage, you don’t need to “Add 

Dependent”.  
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Optional: If you need to add an eligible dependent, click on the blue “Add Dependent” 

button and complete the information on the new screen, see next page.    
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Enter the information that is required with the red asterisk 
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Full Time Student Status:  

 

 

Please note, children can remain on the dental and vision from age 19 – 26 (NTU); 19-23 

(All other unions and unaffiliated) if the dependent is unmarried, a full time student at 

an accredited secondary or preparatory school, college, university, fellowship, or other 

educational institution with 12 undergraduate credits or 9 graduate credits. Student 

verification is required each semester. A tuition bill AND class schedule OR Letter from 

the Registrar’s Office is considered proof of student verification.  

Please forward a copy of the required information listed above to the Office of Benefit 

Services, at this email inbox; benefits@nps.k12.nj.us. DO NOT upload student 

verification in this portal.  

  

mailto:benefits@nps.k12.nj.us
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You will be required to verify the dependent by adding supporting documents. Please 

see the orange “Verify” button and follow the next steps:  

 

If you click “Remove” button, the dependent will be “Marked for Removal.”  

 

If you clicked this in error, please email Benefits Team at benefits@nps.k12.nj.us.  

mailto:benefits@nps.k12.nj.us
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You will have the option to upload the supporting documents:  
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What should I upload?  
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Then you will move onto section Choices: Medical or combined NJ Educators Health 

Plan with Rx, Prescription (if hired before 7/1/2020), dental, vision, and other voluntary 

programs will be displayed on the next screens.  
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What is my current plan? That information is listed on the center of the screen: 
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Note, if you are waiving coverage:  

First uncheck dependents, see arrow below. Then the system will automatically add the 

waive coverage option on the bottom of the list, see next page.     
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You’ll repeat the process for prescription (if applicable, hired before 7/1/2020), dental, 

and vision coverage.  

Note, if you selected NJ Educators Health Plan with Aetna, since it is a combined medical 

and prescription plan, you won’t see a Prescription screen, see below.   

 

The Prescription step will appear if you were hired before 7/1, and you selected any 

other medical plan, besides NJEHP.  
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Note, the Dental selection will require you to check off the dental acknowledgment. If 

you select a DMO (closed plan) you are required to see a participating DMO network 

dentist for services to be covered.  

 

Again, children can remain on the dental and vision from age 19 – 26 (NTU); 19-23 (All 

other unions and non-union) if the dependent is unmarried, a full time student at an 

accredited secondary or preparatory school, college, university, fellowship, or other 

educational institution with 12 undergraduate credits or 9 graduate credits. Student 

verification is required each semester. A tuition bill AND class schedule OR Letter from 

the Registrar’s Office is considered proof of student verification.  

Please forward a copy of the required information listed above to the Office of Benefit 

Services, at this email inbox; benefits@nps.k12.nj.us. DO NOT upload student 

verification in this portal.  

mailto:benefits@nps.k12.nj.us
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The system will ask if you are interested in a Flexible Spending Account (FSA):  

 

Information about what is a FSA is available at www.HRconnection.com Guest Key 

NBOE, > Benefits > Voluntary Benefits > scroll down to Benefit Express - Flexible 

Spending Account section.  

http://www.hrconnection.com/
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Next the system will ask if you are interest in a Dependent Care FSA:  
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Information about EAP and TransitChek will be displayed in the next two screens as well. 

Enrollment is optional.   
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You will have the opportunity to review your confirmation, print or save it, and take a 

Poll. You can scroll down on this screen, and click “Finish Enrollment.” 
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My Confirmation Statement:  

*If you elected the NJ Educators Health Plan (NJEHP), prescription is included.  
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You can review your confirmation statement on the main home screen: 

 

The save documents will be available on this screen, anytime.  
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You will receive an email with your Enrollment Confirmation as well.  

 

Click on the link, and the system will ask you to verify you last 4 of Social Security 

Number and Date of Birth. Then the PDF confirmation will download to your computer.  
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Step-by-Step Guide on Taking Action on your Health click here, password required.  

Or copy this web address below, and paste into a web browser: 

https://nboe.webex.com/recordingservice/sites/nboe/recording/playback/8396363fa99b47a4952dc0119840fdb7 

Password: NBOE2021Benefits 

  

If you have any questions, contact: Human Resource Services – Benefit Services Email: 

benefits@nps.k12.nj.us Phone: 8:30 am – 5:00 pm at (973) 733-7336.  

 

Thank you for Taking Action on your Health and completing this 2021 Open Enrollment!  

Revised on November 6, 2020  

https://nboe.webex.com/recordingservice/sites/nboe/recording/playback/8396363fa99b47a4952dc0119840fdb7
https://nboe.webex.com/recordingservice/sites/nboe/recording/playback/8396363fa99b47a4952dc0119840fdb7
mailto:benefits@nps.k12.nj.us

