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SecurePass: General User Job Aid for TLC  

 

Part 1:  SecurePass User Registration and Login Instructions for TLC 

 

Step 1: Navigate to SecurePass.  

 https://securepass.dhrm.virginia.gov 

 

Step 2: Have you already registered with SecurePass?  If so, skip to step 6.  If not, complete the following steps to self-

register with SecurePass.  

 Click “Register” 

 

 Select “I do not have a registration token” 

 
 

 Enter your work email  

 

 Enter your employee ID, and Agency  

Note:  Enter your DHRM-assigned BES ID number (this 7-digit number can be found on your Anthem ID card or 

any BES enrollment report). 

 

https://securepass.dhrm.virginia.gov/
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 Confirm your user details. 

 

 

 

 Your registration request will be automatically approved, allowing you to continue registering your SecurePass 

account. 
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 The registration invitation email will come from “noreply@dhrm.virginia.gov” so be sure to check your spam or 

junk folder if needed.   

 

Step 3:   Follow the instructions in the registration invitation. 

 Complete your registration within 24 hours before your Registration Token expires. 

 If the Registration Token has expired, you must repeat the steps to self-request a new registration invitation. 

 

Step 4: Visit SecurePass to complete your registration. 

 Use the link provided in the registration email to automatically enter your Registration Token, or visit 

https://securepass.dhrm.virginia.gov, and in the upper right corner, select “Register” and follow the steps below. 

 

 Click “I have a registration token” 

 

 Enter the required information 

 

 

 

 

https://securepass.dhrm.virginia.gov/
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 Create a User Name 

 

 Select a personal image and create a long security phrase 

o Note: When you are instructed to choose your Security Image, be sure to click on the image to update 

your “Selected Image” and make sure your Security Image matches your Selected Image before 

proceeding. 

 

 Choose a password 
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Step 5:  Return to SecurePass to log in. 

 https://securepass.dhrm.virginia.gov 

 

Step 6: Log in to SecurePass (or reset your password). 

 In the upper right corner of the SecurePass webpage, click on “Login” 

 Enter your SecurePass User Name  

 Click “Log In” 

 

 

o Tip: On the Log In page, click “Reset Password” if it has been more than 40 days since you last logged in 

to SecurePass (or if your account is locked), and follow the instructions presented to reset your password.  

Once your password is reset, complete steps 6 and 7 to log in. 

 
 

 Check the boxes and enter your Password 

o Click “Log In”  

https://securepass.dhrm.virginia.gov/
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Step 7: Complete multi-factor authentication. 

 Choose your multi-factor authentication preference (email code or authenticator application) 

 
 Enter your verification code and click “Verify”  

 

Step 8: Log in complete!  Welcome to SecurePass.  

 

 You have now successfully registered with SecurePass and logged into the system.   

 There is nothing more for you to do in SecurePass until your application access to Health Benefits Direct has been 

granted by the Office of Health Benefits. 

 Next up: Accessing Health Benefits Direct to complete the TLC Renewal Data Sheet. 

 

 

 

Thank you for helping to make this phase of the SecurePass roll out successful! 

End Part 1 
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Part 2:  SecurePass Instructions for Access to Health Benefits Direct and the TLC Renewal Data Sheet 

 

Step 1:   Complete “SecurePass User Registration” Steps 1-4 (above) to register your SecurePass account.  

 

Step 2: Office of Health Benefits administrators will request and approve your application access to Health Benefits 

Direct.  If you already have application access to Health Benefits Direct, skip to step 4. 

 Once your SecurePass account is created, OHB administrators will complete the steps to request and approve 

your application access to Health Benefits Direct.  Please allow 1-3 business days from the date you establish 

your SecurePass user account for this process to be completed by OHB. It is important to register as soon as 

possible to guarantee you will be granted application access to Health Benefits Direct prior to the deadline to 

submit your TLC Renewal Data Sheet. 

 No action on your part is needed to request access to Health Benefits Direct in SecurePass.  You do not need to 

notify OHB that your SecurePass account has been created. 

 

Step 3:   Wait for notification from noreply@dhrm.virginia.gov that your access to Health Benefits Direct has been 

granted. 

 An email will be sent to the email address you used to register with SecurePass to notify you that your 

application access to Health Benefits Direct has been approved.  Please remember to check your junk or spam 

folder for lost email from noreply@dhrm.virginia.gov. 

 

Step 4:  Return to SecurePass to log in. 

 https://securepass.dhrm.virginia.gov 

 

Step 5: Log in to SecurePass. 

 In the upper right corner of the SecurePass webpage, click on “Login” 

 Enter your SecurePass User Name  

 Click “Log In” 

mailto:noreply@dhrm.virginia.gov
mailto:noreply@dhrm.virginia.gov
https://securepass.dhrm.virginia.gov/
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 Check the boxes and enter your Password 

o Click “Log In”  

 
 

Step 6: Complete multi-factor authentication. 

 Choose your multi-factor authentication preference (email code or authenticator application)  

 
 Enter your verification code and click “Verify”  

 

Step 7: Log in complete!  Welcome to SecurePass.  
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Step 8: Navigate to Health Benefits Direct. 

 Click on “Applications” in the left-hand navigation menu, and then click on the “Health Benefits Direct” option. 

 

 

Step 9: Click on “Data Sheet” to access the Renewal Data Sheet and submit your form. 

 

 

 

Once you are in the Data Sheet application, you may want to minimize the left hand margin by clicking on the “caret” as 
noted below. 
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If you have any technical problems accessing SecurePass, please contact:   iHelp@dhrm.virginia.gov 

 

 

 

Thank you for helping to make this phase of the SecurePass roll out successful! 

 

End Part 2 

 

 

 

 

mailto:iHelp@dhrm.virginia.gov

