
Accessing the Billing Portal
Manage your health insurance premium payments

Our payment portal gives you easy access to billing and payment history, invoice 
data, and payment details.

In the billing portal, you’ll be able to...

Review your invoices 
and access receipts

Pay your premiums 
online each month 
or set up recurring 

payments

Manage the accounts 
you use to make  

payments

Accessing the Billing Portal

Access the portal by going to the website listed on the 
enclosed letter. From there, select My Benefits in the top 
right corner of the page.
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Once you complete the My Benefits registration and 
login process, follow the link to the Billing Portal.

Flip over for help registering as a new user and logging in!

Welcome ABC Company Retirees

MY BENEFITS

To make a payment/view history  Click here

Pay Now Manage Accounts

CLICK TO ACCESS YOUR PORTAL AND BILLING INFORMATION>>



Accessing My Benefits
Registering Your Account

The first time you log in to My Benefits, you’ll 
need to register for a new account.

Logging In

REGISTERDo Not Have an Account? 

Register for a new account.

After you select "I'm the Member" then "Find My 
Account”, you'll be asked to enter your:
• Name 
• Date of Birth 
• Zip Code (exactly as shown on the enclosed letter) 
• Certificate Number

Enter your email and set up 
your password.

Pay close attention to the 
rules when creating your 
password. The system will 
help guide you.

Registration

CONTINUE

Password Rules:

12-98 characters  
At least 1 upper case letter 
At least 1 number  
At least 1 symbol

Password* 
 ......

Email Address

If you opted for email and 
don’t receive a code within 5 
minutes, check your junk or 
spam folder.

Only click “Send New Code” 
if you haven’t received the 
email after 5 minutes.

Verification code 

VERIFY CODE

When logging in, the system requires two-step verification to access the site.

Phone

Email

STEP 1 STEP 2 STEP 3 STEP 4

STEP 1

STEP 2

STEP 3 STEP 4
You’re all done - now you can log in!

If you didn’t add your phone 
number while registering 
your account, you will be 
given the opportunity to add 
it here.

Choose how you’d like to  
receive the verification code.

Once you’ve entered your 
phone number/confirmed your 
email, click to send the code.

You’ll receive an email, text, 
or automated phone call 
with a verification code.

Enter the verification code 
and click “Verify Code”.

You’re all set! See the 
front side of this flyer for 
a visual on how to access 
the billing portal.

SEND CODE

You have been 

successfully registered.

Phone Number

SEND CODE

CALL ME

Verify your email address

Microsoft on behalf of Group Retiree <msonlineservicesteam@

 Group Retiree account email verification code


