
 

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. 

 

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

 

 

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

 
  

http://backupcare.ors.nih.gov/


 

 

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.” 

 

 

 

 

 

 

 

 

 

 

 

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

 
  



 

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.   

 

 

 

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

 
  



 

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 
(Employee) 

All NIH Full Time Equivalent (FTE) employees.  Includes General 
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) 
.  

 
  



 

 

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. 

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. 

 

You can navigate easily through the months and years on the calendar by clicking on the date. 

 

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) 
.  

 
  



 

 

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. 

 

 

 

 

 

 

 

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

 
  



 

After you see the above page, you will receive an email that looks like this: 

 

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. 

 

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

 

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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