Back-Up Care "Advantage’

A Bright Horizons Solution at Work

ONLINE REGISTRATION

Registering for the Back-Up Care Advantage Program® online is as simple as entering some necessary information
you probably know by heart, and clicking your mouse a few times. To get started, visit
http://backupcare.ors.nih.gov. This site will provide you with the link to the Bright Horizons Back-Up Care

website.

Please note: The Back-Up Care Advantage® site is best viewed in Internet Explorer 8 or above, Chrome, or Firefox. If
you experience problems while entering your information, please upgrade your browser or try using the site in
Firefox or Chrome.

Log into the site using your employer’s username and password which you can find on the website listed above.
This is not a secret login; everyone at your company uses it to access the registration wizard.

ABOUTUS | CONTACTUS |
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Welcome to Bright Horizons
New Users: Please login using your company usemanme and password
Users: Enteryour p and below. Step 1: Enter your employer's
‘four Session Has Timed Out Please Log Back In. login information

Username: | ‘_____,.—-'"

Password: |

Eoraot your ar
Need help logaing in?

Forimmediate assistance, call 1-877-BH-CARES (1-877-242-2737).

Already have an accouni with Bright Horizons and justneed a user name and password for the website® Click here
This site is best viewed in Internet Explorer 8 or above, Chrome, or Firefox. We recommend using one of these browsers o access this website

Once you are logged in under your employer’s registration account, you'll receive a welcome message. Click the
“Home” tab to continue.

- i =

After logging in with your Employer's credentials,

m """ click the Home tab

Welcome to the Back-Up Care Advantage ngmm"" (BUCA=)
Bright Horizons back-up £ate programs provide employees of aur clients with a safity net for those days when regular care arrangements fall trough. Back-

up care supplements, rather than replaces, these andisa when you need i the most Bright Horizons back-
up care Is employer sponsored. Employees of our clients may have access 10 a variety of different back-up care solutions, depending on the programs in
:‘hlch their employer participates. For more complete infarmation on the Back-Up Care Advaniage Program, plaase login

=

— If you have questions or need assistance at any time, please call 1-877-BH-CARES(242-2737) S


http://backupcare.ors.nih.gov/
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You will next arrive at a page providing you a brief overview of the program. To register, scroll down to a link that
says “REGISTER.”

—_—

Program Qverview

Bright Horizons' back-up care programs provide a safety netfor thoge days when regular dependent care arrangements fall through. The Back-Up Care
Acfvantage Program supplements, rather than replaces, these arrangements and is a comforting emergency alternative when you need itthe most.

Bright Horizons' Center-Based Child Care Network

The Back-Up Care Advantage Program pravides your child with access to high-guality back-up care programs at Bright Horizons child care centers located
close toyour home orwork, when your child's regular care arrangements have fallen through. The age groups primarily sened at our centers include infant -
Pre-K. Additional age groups including school-age may be supported atvarious locations across the country.

Extended Network Center Based Child Care

fou have the option to use one of our extended netwark child care locations close to your home orwark in the eventyou are unable ta identify 3 suitable Bright
Harizons' Community Child Care Center to meet your child's needs. You can take comfortin knowing aur network of child care centers meets established
standards of quality for accreditation ar state licensing, including developmentally appropriate curriculum, approptiate health and safety policies, teacher-to-
child ratios, and teacher qualifications.

Please REGISTER for the program and receive a personal username and password. Once you have logged inyou can request care, see current and past
care requests, and access more detailed pragram infarmation like payment and cancellation policies.

— If you have questions or need assistance at any time, please call 1-877-BH-CARES(242-2737) S



Back-Up Care "Advantage’

A Bright Horizons Solution at Work

Required fields are marked with an asterisk (*). If you are unable to proceed from this page, please scroll up to
ensure you haven’t missed a required field. In the event of an error, there should be a red message at the bottom
of the page. Please note: To enter your address, you must first enter your postal code and then click “Verify Postal
Code” to bring up the rest of the address fields.

I CONTACT US I
. New Users: Please login using your company usemame and passward
Back-Up Care"Advantage

A Bright Horizons Solution ar Wark

Be sure to click these buttons to add the

“ rest of your address.

Registration Form
Please enter your name as itis listed with your HR department, payroll, etc.
“First Name

“LastMame

“Gender | [=]
Home Information
“Home Phone [

Cell Phone | P

Other Phone [ )__-
“Postal Code
|

Home Address You must click "Verify
complete address.

Home Email

“Work Email (Please use formal jane doe@nih. gov)

*Confirm Work Email (Please use format jane. doe@nih.gov)

Work Information

“Work Phone (.

Work Phone Extension

Wark Fax oy
“*Postal Code

Work Address You must click "Verify tal Code’ 1o enter your
complete address.

[ Venfy Postal c«aa_'i_
“Job Titla

“Job Catagory

*Waork Location

*Employment Category

“Grade (Please ype 01-15,9ES or Does Not Apply in the space below)

“Institute/Center

“Institute/Center continue

Create A Usemame =

Your Welcome Packet, containing information about the program, will be available
on the website upon completion of the registration process.

Questions? Call 1-B77-BH-CARES (B77-242-2737).

[Previous | [Next | [Cancel |

 Privacy Palicy | Terms af Use | Trademark Notice.

— If you have questions or need assistance at any time, please call 1-877-BH-CARES(242-2737) S
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While adding your contact information you will also be asked to input a classification for your employment
category. You can refer to the list below when filling in this section.

Classification | Description

NIH FTE All NIH Full Time Equivalent (FTE) employees. Includes General
(Employee) Schedule (GS), Commissioned Corps, Senior Executive Service
(SES), Senior Biomedical Research Service (SBRS), Wage Grade
(WG), Special Expert, and Title 42 employees including
clinical/research fellows.

FELLOW All individuals who receive monthly stipends from NIH. Includes
Intramural Research Training Award (IRTA) Fellows and Visiting
Fellows.

CONTRACTOR Non-NIH employees who are paid by NIH for services rendered
via a procurement vehicle. Includes Professional Service
Contractors.

GUEST Non-NIH individuals (scientists, engineers, and students ) who
are permitted to engage in scientific studies and investigations
using NIH facilities. Under this program, these individuals further
their own research by using equipment and resources that are
otherwise unavailable to them. They provide no direct services to
NIH.

VOLUNTEER All non-paid individuals who work for NIH primarily on NIH
programs. Includes Special Volunteers.

TENANT Employees of non-NIH organizations that lease and utilize NIH
space. Includes on-site employees of the DHHS Office of the
General Counsel (OGC) and the FDA Center for Biologics
Evaluation and Research (CBER), Center for Drug Evaluation and
Research (CDER), and Shared Services (SS).

Next, you must enter information for an alternate contact. The same rules apply for adding your alternate
contact’s address. You must add a postal code and then click “Verify Postal Code.”

— If you have questions or need assistance at any time, please call 1-877-BH-CARES(242-2737) S
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Alternate Contact Details:

*First Name

Widdle Inital

“Last Name

*Home Mumber|(__) __ - ]

Cell Number () _- |

E-mail i Make sure you click the Verify Postal Code
*Postal Code button to enter your alternate contact's
’7- address.
You must click "Verify Postal Code’ 1o enter
complete address.
Venify Postal Code
Continue

Once you have entered an alternate contact, you may add your care recipients. The first step in adding a care
recipient is selecting the birth date. Please note: You will add both child and adult care recipients here. Child will
appear until you add a birth date and will then update automatically based on the age of the care recipient.

Start entering your dependent info
by selecting the birth date

Click the manth to navigate quickly

e —
Febary 2 = =

w1 ydan Y w00e 2m3
| st apr 2009 2018
May un 2010 2015
Do w2011 2018
ifuu oo IR 27

Mov Der W oW

[Today | [0 | Cance |

The care recipient form will appear. When filling out the form, check the estimate box if you are not able to enter
an exact birth date for the care recipient. (Often used for expectant parents, or if you don’t have the exact date
immediately available.)

— If you have questions or need assistance at any time, please call 1-877-BH-CARES(242-2737) [
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“Birth Date Augutiig? |5
“First Name [
Middle Inftial Check the estimate box if
LastMame i | you are not able to enter an

= __@xacthbirth-date forthe care
Mick Mame | recipient. (Often used for
Estimate? B eXpectant parents, or if you
B - don't have the exact date ——
Ginder [ = immediately available.)
*Relationship to Employes ¥
AllergiesFood Restrictions Unknown - |

Diagnosed Special NeedsMedical Conditions| U

Restrictive Conditions Unknown »|

Custody IssuesVisitation Orders Unknown -

Other Helpful Information

After you enter your care recipient’s information, you will be asked if you want to enter another care recipient.
You will also be able to enter care recipients during the care reservation process.

After you’ve continued past that page, your registration has been submitted and you are in the system. HOWEVER,
there are still a couple steps remaining to complete the setup of your online account.

Thank you. Your information was received.

We have sent an email to the address you used to register. The email contains detailed instructions on how to complete your registration and log in to our

site. Please allow 2 to 3 minutes for the email to appear in your inbox.

Thank you for registering.

— If you have questions or need assistance at any time, please call 1-877-BH-CARES(242-2737) [
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After you see the above page, you will receive an email that looks like this:

eme—

Bright Horizons

FAMILY SOLUTIONS

| Wielcome to Bright Hesizons!

| Complete the following seps to finish vour repineation and begin using the exciting beseflts avallable 1o vou

| 1. Capy vour temporary passwvoed: JESTIWSHSE

| 2. Click om the folloniag link Complete Regivtration
| 3 Paste the paniward into the sppropriate field

| 4. You will then be prosspted 10 setap vous new pericnalized painword

| 1f1he wbove link Soes mot woak, copy and pan link vy web by dnote: it may be on lines, 50 be sure to pa entize link}

| b badesp izans com SerP: a3 "Gkl 1418407449242

| Clisk ez 1 obraln Bright Hesizons Cemter enrolimenn msaterialy for your sare

| Thank veu again fi¢ registering with Bright Heosizons 1f vou have any questions, please call or emadd us 2 any time. Customer Senvice can be veached at 1-877-BH-CARES (877-242-2737) &s  fnfo Bbeighthorizons com
Sineexely,

| Bright Horizons

Copy the password and click the “Complete Registration” link. You’ll come to a page with your username on which
you will enter the password.

ENTER TEMPORARY PASSWORD

Flease enlar e password lin the Polele g protess.  Paste the temporary password from

Usemane: ZriMHTesthccont /“\HI here
TEMPORARY PASEWORD: |

(Heat]

After you enter the temporary password, you will then get to make up your own password.

Personalize your password
atcess o the

Usermaine: ZEMHTestACconmn
Crwate o pew Dassword: | sees R

—r—

That’s how you register for the Back-Up Care Advantage Program® online.

— If you have questions or need assistance at any time, please call 1-877-BH-CARES(242-2737) [
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