
Changing DDCFSA election and what the system will look like for an employee.   

This includes starting, stopping, or editing contribution amount. 

Step 1: Log into eBenefits 

Step 2:   Select “Get Started”.  

 

Step 3: On the drop-down list for reason choose “Day care change”.   

 



Step 4: This will automatically ask the employee to enter the date of their dependent day care change.  Once a date is entered for the change, 

employee would click “Next”. 

 

 

 

 

 

 



Step 5: If dependents have not changed, click “Next”, otherwise they can add or edit a dependent.   

 

 

Step 6: This notice does not apply to NCFlex benefit changes, click “Close”.   

 

 



Step 7: If the employee already has a DDCFSA account, this screen will show the option of “Edit Contribution” (Step 8 - to reduce or increase the 

amount for the year, but not below what has already been payroll deducted) or “Edit coverage” (Step 10 - to cancel coverage going forward).  

Note: If someone is adding the DDCFSA account for the first time, skip to Step 15.   

 

 

Step 8: If an employee chooses “Edit Contribution” this screen will show.  They can then change their contribution amount for the year.  Then 

click “Next”.  In this scenario, the employee is reducing their yearly amount.  Please note, if an employee is adding the plan for the first time or 

after a break in coverage, this is the amount they desire to have going forward for the remainder of the year.  The annual maximum allowed 

remains $5000.  If the employee adds coverage after a break, they should take into account the amount already contributed.   

 



 

 

 

 

Step 9: If someone is editing the amount this overview screen now shows their new monthly amount and yearly contribution amount.   

 

 

Step 10: If someone instead chooses “Edit coverage” they will then have the option to “Decline Coverage” if they would like to cancel going 

forward.   

 

 



 

 

 

Step 11: If they choose “Decline coverage” they will get this message and choose “Yes, decline”.   

 

 

Step 12: The overview page would then show the coverage cancelled at the end of the month from the date of the event.   

 

 

 



 

 

 

Step 13: The employee would then choose “Save changes” towards the bottom of the screen. 

 

 

Step 14: The last screen will show this message and the employee can click “Continue” to go back to the home screen.   

 



Step 15: Continued from Step 6, if someone did not already have a DDCFSA account or is adding coverage back later after cancelling, they would 

see this screen and choose “Edit coverage”.   

 

 

Step 16: Click “Select Plan”.   

 

 



Step 17: Enter Contribution Amount for the remainder of the year.  Click “Next”.  Now follow Steps 9, 13 and 14.   

 

 

 


