
OMNI Enrollment Instructions 
 
1.  Go to btboces.org 
2.  Click on Staff on blue bar at top 
3.  Go to the Human Resources section and click on link for Employee Benefit Forms 
4.  Scroll down until you see OMNI 403(b) Enrollment and click on link  
5.  Select Employer State – NY, type in Broome Tioga BOCES for employer, click GO.  This allows you to build an account  
with OMNI. 
 

 
 
6.  Select !!New!! 403(b) SRA Express Shortened Online Form, click Let’s Begin! 
 

 
 
 



 
7.  Complete First Name, Last Name and Birth Date, click Next button. 
 

 
 
8.  Use the drop-down box and select 403 for Plan Type, choose your investment provider, and select the amount you 
want to contribute each pay period.  IMPORTANT!  Prior to choosing your Investment Provider it is important to know 
that several providers do not allow you to build an account on-line.  Please review the section below before selecting an 
Investment Provider.  Those highlighted below in yellow, currently allow you to build an account on-line.   
 

 
Once you have completed the section below, click Next.  
 

 



 
 
9.  Complete this agreement by entering your email and social security number.  Click Submit to OMNI.   
 

 
 
10.  You will receive a notification with a tracking number for your request.  Congratulations!! you have created an 
OMNI 403(b) account.  Print or save this document for your records.   
 

 
 
11.  If you selected an Investment Provider that allows you to build an account on-line, please proceed to step 12.  If you 
selected an Investment Provider that does not allow for on-line enrollment, you will need to contact a financial advisor 
to complete your enrollment process.  Financial advisors can be found at many banking institutions to help with this 
process.     

 

 

 

 



12.  In selecting an Investment Provider with on-line enrollment, stay on your confirmation page and select the tab at 
the top of the page labeled Employers.  Go to “Your Plan Page”.  You will see “Select your Organization”, type in 
Employer State – NY and Employer Name – Broome Tioga BOCES, click GO. 

 

13.  This is a list of the participating Investment Providers.  There are several providers that you will need to contact 
directly to set up your account.  If a provider has a pencil mark (highlighted in yellow), you can continue to the 
Investment Providers website to set up an account.  Please see below.   

 

 

14.  By setting up an account with both OMNI and your Investment Provider your 403(b) has been created.  OMNI will 
send your information to the BOCES Business Office and Payroll will set up your deductions.  If you need to change your 
deductions or stop deductions, you will need to do this directly with OMNI by completing the OMNI 403(b) Salary 
Reduction Agreement found on the BT BOCES website.    

If you need additional assistance, please contact BOCES Human Resources Department at 607-766-3823. 


