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Step -By-Step Benefits Enrollment Guide
How To Enroll In Benefits

ltems Needed before Enrolling
e Dependents/beneficiary  information including date of birth, address, and Social Security Number.

o Name and address of your  physician(s) . Required for Evidence of Insurability (EOI). EOI may be
required for the  NC Flex Cancer and Life Insurance Plans. EOlI is the record of a person's past and
current health events and is used to verify if a person meets the definition of good health by the

insurance company.

Important; You have 30 days from your Hire Date or your Qualifying Event Date to enroll or
make changes to your benefits.

Accessing Employees Self Service

1) Visit the BEACON portal at: P e
https://mybeacon.nc.gov , (( Beacon
GRS North Carolina
. Office of the State Controller
To login, u se your NCID and password. s
u You W|” receive your NC|D from Overview | MyEmployee Search | MyWorkingTme | WyBenefts | NyPay | My PersanalOata
our agency. ick L iy O of
youragency UL Welcome to the BEACON Portal i PESOINE
3 3 ) ) i m n\eBEACONpom!pmvidesyouwmmeloofsyoungedtounuxcgs N i
A page similar to theright is display ed. e et e | G
B quick links to Employee Self Service features such as time entry, benefits,
i @ My Benefits personal data, pay and employee search. m‘w a}so inclm other relevant = .
Note: For NCID assistance, contact your E i £ ok Pkl v i e s PRBIT | ¢
agency NCID administrator or to reset =] wy personai Data wmpersiremenscom | o
your NCID password, visit . Ko o iarn =_—
httDS//nCIdanov  New to ESS? If so, please take the training course at www.beacon.nc.gov. Ci_/;,) —
E My Employee Search « Group 1 agencies go live on January 1, 2008. Www.05p.state. n:“
« W-2 statements will be available through ESS beginning January 2009.
Note: Before selecting your b enefits, you must first complete Stepl T Add Family
Members/Dependents/Beneficiar y (ies) to Personal Data . If you are not enrolling any
dependents, you can proceed to Step 2 1 Enroll In Benefits . Remember, y ou can always add your
Beneficiar ies) at any time.

Step 17 Add Family Members/Dependents/Beneficiaries to Personal Data
1) Select the My Data (ESS) tab and JlequDV::'zE(r::hs):'eei My Working Time | My Benefits | MyPay | My PersonalData
then the My Personal Data link

Employee Sert-Service appicatons provide Horth Carcina State employees h easy access o nformation and senid g0 over
Click t E My Emplovee Search

(ESS) tab. Then c lick My Personal
Data.

| overview

ks
0

isplay the plans in which you are currently enrolled; enrollin new benefit plans during the State's ann|
enrollment periods; access State Heath Plan forms.

R Iy Personal Data
Manage your addresses, direct depost, and information about family members and dependents.



https://mybeacon.nc.gov/
https://ncid.nc.gov/
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2) Select the Family

Member/Dependents link.

Click Family
Member/Dependents

1

I My Personal Data

My Personal Information

Maintain your addresses.
NOTE: If you are making an infout of state change to your permanent residence, please ensure your Tax
Withholding Information is alzo updated.

Tax Withholding Informatien
Maintain the information on your W4, W5, NC4, or ETC.
NOTE: If you are making an infout of state change, pleaze ensure your Address information iz alzo updated.

Family Member/Dependents

Maintain information about your family members or dependents.
Communication Data
Dizplay your email address and your main work contact telephene number.

Direct Deposit

Bank Information

Maintain your direct deposit and banking information.

The Office of the State Controller (OSC) will transmit your payment
electronically bazed on the information you have provided. If the
payroll transmission failz because you have given incorrect or
outdated information, the State can enly provide a replacement
payment AFTER a refund from the financial institution has been
received. It iz important that you provide correct account

and bank routing numbers if you change banks or account numbers.
The OSC haz the right to retract and correct payments, as necessary.

3) Select the appropriate button to add
your dependents or beneficiaries to your
personal data.

Note: To select a beneficiary that is not
related to you, use the Other button. To
designate your estate as beneficiary,

click Testator

My Personal Data

Overview

New Spouse B] [ Mew Dvorced Spouse

T ¥] [ New Father
Wew LegalDepensent ] | Hew Testalor ¥] [ New Gusrdisn

¥] [New Stepchia

] [Fiws taer ] [Fow Fosies it
%) [Tow Fobisd Persons__)

3] [iew Giner ¥ [biew Chi ¥

Click the appropriate button
dependent, or beneficiaries.

to add your family member,

4) Complete the form  with atleast the

required fields

All required fields are indicated by an

asterisk fA*o. Her e
name and date of birth are required
fields.

Note: Itis important to also select the

correct gender.

t

h

—

My Data (ESS)

My Emplo My Benefits My Pay

My Personal Data

I Family Members/Dependents

=

1 2

— iz} [ 0
Overview Edit Review and Save

Name

First Name: * [ |

Last Nams: * |Thurntun |

Data at Birth

Date of Birth: * =

Name at Birth: [

Gender: " Male (% Female

Other Personal Data

Social Security Number;

Address

Street and House Number:

Address Line 2:

City: |
State: |V|
ZP Code: 1

Country: —
Telephone: |IZ|I.'|I.'| | |
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5) To review your entry, ¢ lick the : - :
Review button at the bottom of the [l Previous Step | | Review [H] [ Exit
page.
Click Review .
6) On the Review page, ¢ lick Save .
[4 Previous Step | | Save | | Exit |

Note: By clicking Exit, you will cancel all

additions/changes made in the previous
steps.

¥i Click Save .

7) A confirmation page  will display
ensuring you that your changes have
been saved .

To add additional dependents or
beneficiaries, goto  Family
Member/Dependents Overview
and repeat the process  again .

OR
To start your benefits enroliment, click
the Go to Employee Self - Services
homepage link.

link

@ The changes you made to your Family r.1embe@

What do you want to do next?

Go to Family MemberDependents Overview
Go to My Perzonal Data homepage

Go to Emplovee Self-Servicez homepage
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Step2 1 Enroll in Benefits

1) Select My Data (ESS)
My Benefits  link .

tab and then

Click My Benefits

2) Before proceeding to your online
enrollment, it is important to read the
following |Ink 0 Read Before nni!'_lu_"Cln =) Enrcllmsn

This link will provide additional
information that can help you through
your online process.

Overview My Employee Search My Working Time My Benefits My Pay My Personal Data

My Benefits

Adjustment Reason Enrollments

Adjust your benefit 2elections during the period: 03/31/2009 - 04/30/2009

2a) To see the plans for which you are
eligible, clickthe  New Hire link.

Note: Employees with other life
events, such as marriage, divorce, birth of

a child, a spousebs |j
Enrollment, will see these links available
under the Adjustment Reason

Enrollments heading. These links must
be created by your Agency HR
Department or , in some cases,
Shared Services.

BEST

-changing

o |

(T S0 My Staff (MSS)

Overview | MyEmployee Search | MyWorking Time | My Benefits | MyPay | My Perzsonal Data

My Benefits

Adjustment Reason Enrollments

i Read Before Beginning Online Enrollment Click New Hire.
New Hirg

Adjust vour benefit selections during the period: 03/31/2008 - 04/20/2009

Beneficiary Changes
Change the benefit planz in which you are currently enrolled.

Benefits Participation

Participation Overview
View a list of plans in which you are currently enrolled.
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3) Alist of your eligible State -wide plan s

will display

Note: To view additional information
about these State -wide plans,

o wr (Ene inks\ sy . .
.'Uhc” GeneralLinksView link. This

click on

link will display various websites for your

review,

To enroll or change your plans

radio button

one of the following:

, Select the

of a plan and perform

If

Then

You want to add
the planasa new

plan  (not Click
previously
enrolled).

You are already
enrolled in the plan,
but would like to
make changes
(options,
add/remove
dependents, etc.).

Click

You selected this
plan during this
session but want to
remove itasa
choice or stop
participation in it all
together .

Click

NOTE: Employees are not automatically

enrolled in a medical plan

If you want to

enroll in a medical plan, you must select a
plan during the enroliment process.

My Data (ESS)

Overview | My Employee Search | My Wodking Time

I Enrolliment

Zn =
Pl = =

Plan Selection Review Enrcllment

b Show GenerslLinksView P Show PlansOfTodayView

This is your selection of benefit plans. Frem this list, you can add, editor
and select investments.

Flan button of a plan.

Cancer Plan
= Enrall Starts on 512009

Critical Plan

. Enrcll Starts on 51,2009
Dental

" Enrall Starts on 51,2009
Medical

(" PP - Smart Choioe Plans Startson 51,2008 000 USD Menthly {Pre

(. PPO-Smart Choice Plans Starts on 81,2009  0.00 USD Menthly {Pre

Visiocn
" Enroll Starts on 51,2009
ADED
" Enrall Starts on 51,2008

Life Insurance

" Enrall Starts on 512009
Dependent Care
" Enrall Click on a button to

Add , Edit or
Remove the plan .

Health Care F5A

=, bE==d on your s3lsny. Thersfors, the

tep Review Enrcllment k | | Exitl

Important:

Your PPO option will have

two date options available.

When choosing the earliest date, both

options will appear chosen
have only enrolled in the first

Though, you
option.

Once you have saved this option, you will

not be able to switch to

the second start

date in ESS. Please contact BEST
Shared Service if you need to change
your start date to the second month.

Wedical

Smart Choioe Standard 80/20 - Employee COnly SHE PPO - Plan Details

(" PPO- Smert Choice Flans Starson@1/2009 0.0 USD Monthly (Pre-Tex) Smart Cheice Stendard 2020 - Employee Only SHF FFO-Flan Details
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. . . My Data (ES5)
4) After clicking either or ’
, a listof the appropriate plan

options will display .

¢ | MyEmployee Search | rking Time MyBenefits | MyPay | M sonal Data

I Enrollment

b Bl ] 2

Select your appropriate benefit plan such Plan Adj Select Dey
as, PPOT Smart Choice Plans, and then

. . P Show GenerslLinksView B Show FlanTypeOfTodayView
select the appropriate plan opti on such as,
Smart Choice Standard 80/20 EE Offer for Medical

+Fmly(Spouse Req)
PPO - Smart Choice Plans -choose plan options (starts on 5/1/2009) SHF FFO-Flan Details

NOTE: Dependents are not automatically Option Dependent Coverage Pre-Tax J* Employer costs >
added to benefit plans. Click Select e i e e ° 24628
Dependents '[0 add them tO your plan Smart Choice Basic 7020 Employee+Child{ren} 15086 34638
Smart Choice Basic 7020 Employee+Spouse 38818 34638
C||Ck on the I\:> Smart Choice Basic 70,20 EE+Fmly{Spouse Req) 41346 34638
. Smart Choice Standard 8020 Emgployee Only 0 34638
plan Optlon to Smart Choice Standard 8020 | Employee+Child{ren) 20036 34638
SeIeCt It Smart Choice Standard 8020 | Employee+Spouse 46164 34638
Smart Choice Standard 8020 | EE+Fmly{Spouse Req) 45944 34538
Smart Choice Plus' 9010 Employes Only 4388 34538
Smart Choice Plus' 9010 Employee+Child{ren) 28978 34538
Smart Choice Plus' 9010 EmployeetSpouse 58422 34538
Smart Choice Flus 90/10 EE+Fmly{Spouse
e Click here to add

The amounts aresin USD.

dependents

| 4 Previous Step | | Select Dependents b |

INTEGRITY

€& beacon

(ERSDIREY North Carolina

5) All dependents eligible for the selected
benefit plan  will be listed. Select the

dependent by CliCk |ng the Check bOX neXt Office of the State Controller
. . . L0 My Data (ESS) [T
to their name . This dependent  will be | s Tl e Wi i N\ B S\ s
added to the selected  plan. | crrotment
: . —{] 2] 5] -
Click Add Plan to Selection to add plan Plan Adstment _ Select Dependents
to your enroliment. P Show Generatnisview P Show PanType0TadavViu
Selectb 1and 20 d (s) for plan NC Flex Cancer Insurance.
Name Relationship ~ Select
Bonnie Adcock | Spouse [m]
Bobby Adcock | Chid [m]
[€ Previous Step | [[/Add Pian to Selection
5a) Enrolling in Life Insurance: L fwewiessi | | ]
TO enro” |n a Coverage amount greater I [ My Empiloy arch My Working Time My Benefits My Pay My Personal Data
than $20,000, you must click in the | =eronment
Additional Units box and enter the , - - -
. . . a
number Of unlts In mUItlple Of $101000 . Plan Adjustment Select Beneficiaries

For example, if you want $100,000 in

coverage, entire 8 in the Additional Unit.
$20,000 + (8 * $10,000) = $100,000. Offer for Life Insurance
Click on Recalculate  to determine your

P Show GenerallinksWiew

Enter Additional Units
in multiple of $10,000

TO'[a| Coverage and C ost NC Flex Life Insurance - choose plan options (starts NC Life - Plan Details
Option Basic Coverage Additional Units, Total Coverage Employee Cost (Monthly)®
NC Flex Life Insurance 20000 pi(D-48) x 10,000.00 20,000 3.02
Click Select Beneficiaries to add them The smounts ara in USD.
to your plan. b Pra-Tax .mm/l Click Recalculate to
determine Total

Coverage and Cost

[« Previous Step | [ select Beneficiaries »|
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5b) Family members/beneficiary added in
Step 1 will be listed. Enter a percentage
of w hat you want each

(SIS North Carolina
Office of the State Controller

beneficiary /contingent to receive, ifany at
all.
I Enroliment
Click Add Plan to Selection to add plan —E [a] [5] B = 13—
to your enro”ment Plan Adjustment Select Beneficiaries
P Show GeneralLinksView P Show PlanTypeOfTodavView
NOte A Contlngent W|” be the one WhO Select your beneficiaries and contingent beneficiaries for plan NC Flex Life Insurance.
. . . . . - - Name i i i Y ge C
will receive benefits if the beneficiary(ies) Bonnie Adcock | Spouse 0 o
dies at thetime the benefit is paid out. Sotty ek | O ° °
[€ Previous Step | [I’Add Plan to Selection |
6) After clickingon  Add Plan to ()
. . . . iew | MyEmployeeSearch | MyWoking Time  MyBenefits | MyPay | My Perscnal Data
Selection, the section page is displayed.
Repeat sections 3 -5b until all plans you ===
want to enroll are selected. . = =
Plan Selection Review Enrcliment
)er-:-.a GeneralLinksView ’ Show PlansOfT cdayView
This is your selection of benefit plans. From this list, you can add, edit or remowe plans as needed. Whenever you edit a plan, its options are displayed. F.
and selectinvestments
Selection for Hewly Eligible
Plan Enrcliment Validity Costs Remarks
Cancer Plan
 Enroll Starts on 51,2009
Critical Plan
Enroll Starts on 51,2009
Dental
(&' MC Flex Dental Flan Starts on 51,2009 84.02 USD Monthly (Pre-Tax] Dental High Option - Employee +One Child Dental - Plan Details
Medical
(" PPO-SmartChoice Plans Starts on 51,2009 000 USD Menthly (Pre-Tax) Smart Choice Standsrd 8020 - Employes Only SHFE PPO - Plan Detsils
7) The selection page will include the
effective date, plan costs, plan options
and a Plan Details Overview link.
7a) If an Evidence of Insurability (EOI) is
required for the NC Flex Cancer or Life
Insurance Plan,alink A Evi dence o
insurability required no later than
mm/ dd/ y yill digplay. Click on this s —
link and you will be  redirected to the
vendor 6s EOI form. An

questions and remember to return to this
page to complete your enroliment.




