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Online Benefit Enrollment Instructions 
Employee Benefits Center 

The Employee Benefits Center (EBC) is the online resource and enrollment system used 
to manage your benefits with the Martin County School District. The following 
information was prepared to provide you step by step instructions for navigating 
through the District’s online benefits program. 

To open the Employee Benefits Center, you must 
first open Internet Explorer.  Open Internet 
Explorer by selecting the Internet Explorer link 
from the Start Menu.  Once IE is opened, type the 
following web address into the Address bar: 

 https://sbmc.myEBConline.com 

Once this has been typed into the Address field, 
click on the Go button or press Enter on your 
keyboard.  This will open the Employee Benefits 
Center login page. 

If this is your first time using the EBC, 
then you will need to create a User ID 
and password for your account.  To do 
this, select the Create Your Login link 
from the login page.  This will open the 
Create Profile page where you will 
b e g i n e n t e r i n g y o u r p e r s o n a l 
information and create a User ID and 
Password to login to your account 
with. If you have used this system 
before, you can skip the next step. 
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First, type your Social Security 
number into the designated field 
(do not use any spaces or dashes).  
Second, type your username into 
the designated field. Retype your 
password into the designated 
field.  Finally, select a security 
question and type an answer to 
the selected question.  Click on 
the Save button to complete. 

Once completed with your profile, you will be 
returned to the login page.  From here, login to 
the Employee Benefits Center with your 
Username and Password by typing them into 
the Username and Password fields. Click the 
Login button to Login. The EBC Homepage 
will be displayed. If you have forgotten your 
Login information, please use the Forgot 
Information prompts. 

During your enrollment, you will use 
the New Hire Orientation section to 
enroll into your desired benefit 
programs for the new plan year.  This 
can be done by selecting the New Hire 
O r i e n t a t i o n b u t t o n f r o m t h e 
Homepage. 
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An overview of the Benefits section will 
be displayed.  To begin selecting benefit 
options, click on the New Hire 
Orientation. 

The Enrollment section contains 6 
different areas that must be reviewed 
and filled out to complete the New Hire 
Orientation process. 

The Employee Information section is the 
first to be displayed. Review for 
accuracy. To update this information 
click on the link provided to print a 
form. Complete the form and forward to 
t h e P e r s o n n e l D e p a r t m e n t f o r 
processing. Once reviewed, click on the 
Next button to proceed. 

The Benefit Highlights section will 
display detailed information regarding 
your available benefits including 
eligibility and options. Once all 
highlights have been reviewed, click on 
the Next button to proceed to the 
Benefit Elections section.   
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The Benefit Elections page is used to 
select your benefit coverage.  Scroll 
through and select from the available 
options.  If dependent coverage is 
selected, you will be able to enter 
dependent information in the next 
section.  Once completed with all 
available options, click on the Next 
button to continue. Note: the Dental 
DHMO plan requires you to select a 
Primary Care Dentist. After selecting a 
Primary Care Dentist, enter the office 
number listed in the directory in the 
Dental section. 

The Dependent Information page is used 
to add dependents to selected coverage 
options.  If no dependents are needed, 
click the Next button.  To add 
dependents, click Add New Dependent.   

Type all required information into the 
designated fields and click the Save 
button. To confirm coverage, make sure 
the boxes next to  medical, dental, and 
vision are checked for each dependent. If 
additional dependents are needed, click 
on the Add New Dependent button again 
and repeat the previous steps. Review 
dependent social security numbers to be 
sure they have been provided for each 
dependent & are accurate.  Once 
completed adding dependents, click the 
Next button to continue. 
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Finally, the Review and Print Elections 
page will be displayed.  Review all 
selected options carefully.  Click on the 
SUBMIT button to save changes. 

If a change is needed, click on the Back 
button.  Click on the Print button to 
print the page.  Please keep a copy for 
your records.  Once completed, click on 
the Logout button and close the 
browser to exit.  

The Beneficiary Designation Form is 
used to designate beneficiaries for all 
life insurance policies. If you do not 
want to designate beneficiaries at this 
time, click the Next button.  

To designate beneficiaries, type your 
name in the text box that says “Enter 
Name” and click the I Agree button.  Be 
sure to enter your name as it appears in 
the upper right-hand portion of the 
screen. 

Once you have agreed to the terms and 
c o n d i t i o n s o f t h e b e n e f i c i a r y 
designation form, click on the Add New 
Primary Beneficiary button to add a 
beneficiary to a particular life insurance 
policy.  To add a contingent beneficiary 
to a policy, click on the Add Level 1 
Contingent Beneficiary button. 



Notes




