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

Items Needed before Enrolling   

 Dependents/beneficiary  information including  date of birth  and social security n umber.  

 For NC Flex Only :  Name and address of your physician(s) .  R equired for Evidence of Insurability 

(EOI).  EOI may be  required for the  NC Flex Cancer and Life Insurance Plans.  EOI 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 :  

https://mybeacon.nc.gov  

 

To login, u se your NCID and password.  

ü You will receive your NCID from 

your agency.  

 

A page  similar  to  the right is display ed .  

 

Note: For NCID assistance, contact your 

agency NCID administrator or to reset 

your NCID password, visit 

https://ncid.nc.gov .  

 

 
 Before selecting your b enefits, you must first complete Step 1 ï Add ing  Beneficiaries and/or 

Dependents .  The system must have this information first before you can include a dependent or 

beneficiary to a plan.  

 If you are not enrolling any dependents  onto a plan , you can proceed to Step 2 ï Start Your 

Benefits Enrollment .  Remember, y ou can always  add your Beneficiar y ( ies)  at any time.  

Step 1 ï Add ing  Beneficiaries and/or Dependents  
1)  Select the My Data (ESS)  tab and 

then  the My Benefits  link  

 

Then c lick My Benefits .  
Click My Data 

(ESS) tab.  

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

Dependents  link.  

 

3) Select the appropriate button to add 

your beneficiaries or dependents 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 .  

 

 
4) To change or modify your current 

beneficiary or dependent information, 

select the Edit  button and/or select the 

Delete  button  to remove the m . 

 

Note:   Please understand that you 

cannot remove or delete a dependent or 

beneficiary that is currently attached to a 

benefit plan.   

 

For example, if your spouse is your 

beneficiary on your life insu rance  plan  

(and you would like to change 

beneficiaries) but you also have your 

spouse under your health insurance plan  

as a dependent , unfortunately, you will 

not be allowed to remove or delete your 

spouse at this screen.  You will need to 

change your spou se percentage to ñ0ò at 

another screen later in the guide  (please 

see step 2, section 9b ).    

 

Click Beneficiaries & 
Dependents.  

Click the appropriate button  to add your family member,  
dependent, or beneficiaries.   
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5) Complete the form with at least the 

required fields.  

 

All required fields are indicated by an 

asterisk ñ*ò.  Here the first name, last 

name and date of birth are required 

fields.  

 

Note:  It is important to also select the 

correct gender .  

 

 

 

 

 

 

 

 

 
6) To review your entry, click the 

Review  button at the bottom of the 

page.  

 

 

 

7) On the Review page, click Save  if 

your information is correct but if you 

need to make additional changes, click  

Previous Step .   

 

Note: By clicking  Exit,  you will cancel all 

additions and/or changes made in the 

previous steps.  

 

 
 

Click Save  or 

Previous Step  

to make 

additional 

changes.  

 

Click Review .  
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8) A confirmation page will display 

ensuring you that your changes have 

been saved.  

 

To add additional dependents or 

beneficiaries, go to Family 

Member/Dependents Overview  link 

and repeat the process again.  

OR 

To start your benefits enrollment, click 

the Go to Employee Self - Services 

homepage link.  

 

 

Step 2 ï Start your  Benefits Enrollment  

1)  Select My Data (ESS)  tab and then 

My Benefits  link . 

 
2) Before proceeding to your online 

enrollment, it is important to read the 

following link:    

 

This link will provide additional 

information that can help you through 

your online process.  

 
2a)   Under the Adjustment Reason 

Enrollments  heading, select the link 

available for your qualifying event :  

 

 

Note:   Employees with life -changing 

events, such as a new employee will see a 

New Hire  link or an employee adding a 

baby will see a Newborn  link available 

under the Adjustment Reason Enrollment 

heading.  These links must be created by 

your Agency HR Department or , in some 

cases,  BEST Shared Services  before 

available under the Adjustment Reason 

Enrollment heading . 

 

 

 

Select  the 

qualifying event  

Adjustment 

Reason 
available.  

Click My Benefits .  
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3)  On the Plan Selection  screen, a  list of 

your eligible State -wide plan s will display .  

 

Note: To view additional information 

about these State -wide plans,  

click on  link.   This 

link will display v arious websites for your 

review.  

 

To enroll  or change your plans , s elect the 

radio button  of a plan and perform 

one of the following:  

 

If  Then  

You are not 

enrolled in a health 

plan.  
Click  

You are already 

enrolled in the plan, 

but would like to 

make changes  

( chg plan options or 

add/remove 

dependents, etc.).  

Click  

You want to stop 

participation  in a 

plan . 
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 enrollment process.  

 

 

 

 

Important:   Your PPO option will  have  

two  date options  available.  

 

When  choosing the  earliest date, both 

options will  appear chosen .  Though, you 

have only enrolled in the first 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.  

 

 

Click on the radio 
button of a plan.  

Click on a button to 

Add , Edit  or 
Remove  the plan .  
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4)  After clicking  either   or 

, a  list of the appropriate plan  

options will display .  

 

Select the  appropriate benefit plan  option .  

For example, if choosing your PPO-Smart 

Choice Plan  option, select either Smart 

Choice Basic  70/30 or Smart Choice 

Standard  80/20 ,  and then select the 

appropriate dependent coverage option 

such as either, EE only, EE + Child(ren), 

EE + Spouse or  EE +Fmly(Spouse Req) .   

 

 

 

 

 

NOTE:  Dependents are not automatically 

added to benefit plans.  Click Select 

Dependents  to add them to your plan  

option .   

5)  On the Select Dependents  screen, a ll 

dependents eligible for the selected 

benefit plan will be  listed.  Select the 

dependent by click ing  the check box next 

to their name .  This dependent will be  

added to the selected plan.  

 

Click Additional Health  to continue your 

enrollment.  

 
 6a) If you  have selected the Smart 

Choice Standard 80/20 option in Step 4, 

then the tobacco attestation form will be  

present ed  for you to complete 

electronically.   

 

NOTE:   This tobacco attestation form will 

only be presented if enrolling as a new 

hire, newly eligible employee or during 

annual enrollment.  

 

Click to Add 
Dependents .  

Click on the 

plan option to 
select it.  

Click Additional 

Health.  


