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Welcome to the Employee Self Service Overview Course

To start the course, click the Next button below.
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Employee Self Service Overview

This course provides you with the terms, concepts, knowledge, and skills
associated with using the Employee Self Service (ESS) portal, or Website. It
consists of five lessons.

Upon completion of this course, you should be able to:

. Log on and navigate the ESS portal

. Perform a My Employee Search to find State government employees in
North Carolina

. Use My Benefits to display benefits plans, perform open enrollment, and
access State Health plan forms

. Use My Personal Data to maintain your address book, bank information,
and family member data

. Use My Pay to display salary, display total compensation data, print pay
stubs, and maintain tax data

. Find resources to help you work with ESS

Course Duration: 2.0 Hours
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This self-paced course includes interactive elements that contribute to your knowledge
acquisition. These elements can include:

. Knowledge checks
. Interactive activities

Pages with interactions include a mouse icon @ to identify an interaction on the page.
Instructions appear next to the icon that tell you what action to take.

This course has been optimized for the Internet Explorer (IE) browser and a screen
resolution of 1024 by 768. Refer to the BEACON Library for instructions on how to
change your monitor settings. For the best learning experience, verify that you are
viewing this course in IE 6 or above at 1024 by 768 screen resolution. Additionally,
the best way to view this course is in full screen mode. Increase your browser
window to full screen size if it is not already by using the F11 key on your keyboard.
Press the F11 key again to return to regular view for printing or other standard
functions. If your F11 key does not function this way, go to View on the IE tool bar
and select Full Screen. To get back to regular view, move your mouse pointer to the
top of the screen until the top of the browser window reappears and select the
restore icon at the top right of the browser window.

In this section, you should learn more about these interactive elements.

REVIEW

Employee Self Service Overview
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Knowledge Check

The knowledge check screen is a quick quiz that
helps reinforce the key points you have just
learned.

When you answer a knowledge check question,
you receive immediate feedback and the correct
answer if you picked the wrong response.

Knowledge checks are not graded or scored; they
serve only to provide you with a self-assessment.
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It is recommended that you complete the lessons
in the order in which they are listed on the menu
page because each module builds upon
information that has been previously presented.

It is recommended that you plan on taking the
training when you will have minimal interruptions
and a quiet environment. Often, first thing in the
morning or lunchtime are quiet times. Other
learners prefer to take the training after hours. You
can choose to access the training from your home
PC.

You're ready to begin!

REVIEW <<BACK NEXT>>
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Course Lessons

REVIEW

Employee Self Service Ove

The Employee Self Service Overview course is
divided into the following lessons:

Lesson 5: Finding Help

To access a specific lesson, click on its button,
otherwise, click the Next button below to begin Lesson
1.

Note: This course does not cover the My Time feature.
A separate online course, ES210 — Time Entry, is
available for that topic.
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When you complete the Getting Started lesson, you should be
able to:

. Log on and access the screens you need in Employee Self
Service (ESS)

. Use My Employee Search to find contact information for
State government employees in North Carolina

.
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“What'is ESS? '

Employee Self Service
(ESS) is part of the
BEACON portal. It is
where you can perform
your own administrative
tasks regarding your:

benefits
- pay
. personal data
timekeeping
Using ESS, you can also

search for employee
contact information.

REVIEW

Employee Self Service Overview

AC

Quick Links
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My Time
@ My Benefits

My Pay
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s ! My Persenal Data

My Employee Search

Welcome to the BEACON Portal

The BEACON porial provides you with the lools you need to befier access
and manage your state benefits and personal information. Please take time
to tamiliarize yoursell with the site. For your convenience, we have added
quick links to Employee Self Service leatures such as time entry, benefits,

personal data, pay and employee search, We've also included other relevant
extemnal links_If you have any problems while using the site, please call
1-866.NCBESTAU (1.866.622-3784) or (T07-0707 if local to Raleigh).

News of Interest
® New 10 ESS? If g0, please take the training course at www beacon.ne.gov,
« Group 1 agencies go live on January 1, 2008

= W2 statements will be available through ESS beginning January 2009,
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Employee Self Service Overview
How'do I'get'to ESS?

To go to ESS, you would log onto BEACON portal
using your NCID log-on ID and password:
https://mybeacon.nc.gov

=]
| Pasawaond

NOTE: When you log in for the first time you will be
required to validate your NCID with your Social Security T
Number and Date of Birth info.

You will not need your log-on information to complete the course, but contact your supervisor if you have not eceived your NCID and password.

The BEACON home page would display.

Hawas of Intaieat
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How do [ find my information?

You would then click on the My Data (ESS) tab.

Welcome (Your Name appears here) Help ' Log Off
INTEGRITY

_—

O

North Carolina
Office of the State Contraller

Note: Your screen might look slightly different, depending upon your work responsibilities.
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The Overview page displays.

From here you can navigate to the five
ESS sections:

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

REVIEW

Employee Self Service Overview

--""":-"'-" North Carolina
Office of the State Controller
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Emgleyee Seif-Service applcatons provide Hortn Carolna Siate smoloyees with sasy access to informston and services. This page ghves &
pvenview ol the entire offering

Ui Erplovas Saarch 4 ?/ My Wigriing Tine
E Search for NC Stade employees, find basic i Record your working Simes, plan your isave. and
information about coleagues and thew positon in display your time dats
e Sine, Quick Links
e Lk Egcord Working Tene
Wby Witag
\I] FSI

Display your pay stabemént or your botsl
compensabon siatamant

My Bengfity
Display the plaris n which yoa are currenty
enrolad; enroll in new benefi plans during he

State's annual enrolment pericds; ACCEES Slate
Heaith Pan forms.

My Personal Data
Manage your addresses. drect deposd, and
mformaton sboul Tamly membars and degendents
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One of the many useful features of ESS is My Employee Search, Who's Who.

Using the Who's Who application, you can find an employee’s:

contact information including e-mail address and phone number
. personnel area
. position
. organization unit

No sensitive data, such as pay information, is available through My Employee
Search.

REVIEW <<BACK NEXT>>
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My Employee Search

To find My Employee Search, on
the Overview page, you would
click My Employee Search
highlighted here with a yellow box.

Emgloyes Seif-Service apphcations provide Norih Carcina Siale employees with easy access io information and services. This page gives an
overvigw of the entire offering

My Engloves Search My Workng Time
Search for NC State employees: find basic = Record your working tmes, plan your ieave, and
informabion about coleagues and ther poston in display your tme dats
h
e Stata Quick Links
Quick Links Eecord Working Time
Who's Vihe
v Pay

My Benafiy
Display the plans in which you ane currently
enrpled; enrold in ne'w beneft plans during the

Siale’s annual enrolimeni parods; access State
Heakh Pian forms

Display your pay statement or your total
CoOmpansation statsment

My Personal Dats
Manage your addresses, direct depoad, and
informatan about famdy members and dependents
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My"Employee Search

On the My Employee Search page, you would then click the Who’s Who link.

INTEGRITY K 'ﬁh‘-,r,_.,._ e
> = . T ‘l'h
7@ beacon ,
ERSREY North Carolina . .

Office of the State Controller

My Data (ESS)

My Employee Search My Working Time My Benefis

I My Employee Search

My Employee Search

Who's Whe welcome tothe My Employee
it 1w i th Carolina employees by name and

;n:; ;asi: nf;nnamn about cobeagues and their seal'cl'l workset!

position in the State.
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The Who's Who page displays.

You would enter a last name or first name and then click
Search. A Results List would display.

When you click a last name in a Result List, an Employee
profile page displays, showing the following information:

. telephone number
. e-mail address

. position title

. organizational unit
. name

. personnel area

NOTE: Be sure to enter at least a first name or last name
before clicking the Search button. If you forget to do this, the
search will take an extended length of time to return the
entire listing of state employees. On the next page, you will
learn how to search if you are unsure of the spelling of the
first or last name.

REVIEW

Employee Self Service Overview

| Please enter the search criteria

|| Advanced search
[ Last name:

| First name:

| [ Search...] [Ext]

|
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[ lessonl ]

Who's Who

TIP: If you know only the first few letters of the person’s name, you | Please enter the search criteria
can enter them, along with an asterisk*. |
| Advanced search

All names that start with those letters will display when you click

o Last name: .
| First name:

You can then click on the last name of the employee you are :

seeking. ' |l Search._.| [Exi]
GRAAP MARILYN
GRACIA | VRGL
GRACIANI | FREDDE
GRACE | MICHEAL
GRAD | SPENCER
GRAEF | CLAUD

REVIEW <<BACK NEXT>>
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Employee Self Service Overview

i ) . Whe's Who
As you can see in this expanded view for a Jones search,

; ; L S . Ple thy h criteria
the Result List also displays a listing of basic information e

. . Adv h
that can be helpful in selecting the correct name = 2
including: Last name: Jones
First name Lis
. Last name
. First Name © .
[ Search | [New Search| [Ext]
. Personnel area
. Position . - i e
. Organizational Unit oness |Gam Jidicial Braneh | Deputy Clerk B CSC JOHNSTO
. . . Jones Thomas Correction Correctional Programs Supernasor COR SO DS2 PRI
For this example, we will click on Thomas Jones as the Jongs | Travis Corection Correctional Sergeant COR SO DS2PR!
correct selection.

REVIEW <<BACK NEXT>>
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Employee profile for
The employee's Profile screen displays giving you the following Commninion
information: Area code + local access code:  919-924-8484
. Extension
Telephone number and extension E-mail TOMJONES@NCMAILNET
. E-mail address
o Department
. Position
. . . Position Correctional Programs Supenasor
- Organizational Unit Organizational unt COR SO DS2 PRI C John CS P PD PS2
. Last name
. Miscellaneous
. First name
_ Middle name Last name Jones
First name Thomas
. Personnel area Middie name: Robert
Personnel area 4202

REVIEW
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Employee Self Service Overview

When you are finished using ESS, it is very important to exit the
application by either:

Logging off

- Or -
/2 Beacon - Windows Internet Dxpiorer provided by (80
GO- = o8] x 3
Bl ER e Fiooter ok teb b |3 06C ks & -
WS e L ] page = ) Yook + i}~
Clicking the X to close the browser window

il Morth Carolina

(ifice of the State Controller
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Knowledge Check

True or False

Using My Employee Search, you can find all of the following:

. an employee's personnel area
. position
. organization unit
. pay information
contact information

1 True

[ False
Submit || Reset

@ Using your mouse, select the correct answer, then click the Submit button.

REVIEW <<BACK NEXT>>
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Employee Self-Service Overview
Knowledge Check

Assume you are looking for a phone number for an employee, Cornelia
Moreno, and you do not know if Cornelia’s last name is spelled: Morreno,
Morano, or Moreno.

Which of the following would you type in the search box to view a list of all
of the employee last names that begin with Mor?

|:| Mor* |:| Mor+
|:| Mor* |:| Mor=

Submit || Reset

@ Using your mouse, select the correct answer, then click the Submit button.

REVIEW <<BACK NEXT>>

http://www.beacon.nc.gov/training/wbt/course/es200/course/es200/lessons/en/en013.html
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You have completed the Getting Started lesson. You
should have learned how to:

. Log on and go to Employee Self Service (ESS)

. Use My Employee Search to find contact
information for State government employees in
North Carolina

Click the NEXT button below to continue to the next
lesson.

REVIEW <<BACK NEXT>>
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When you complete the My Personal Data lesson, you
should be able to:

. Go to the My Personal Data section of ESS

. Maintain your addresses, bank information, and
family member data in ESS

Maintain your W4 tax withholding information

REVIEW <<BACK NEXT>>
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My Personal Data

To go to My Personal Data, you would click the My Data (ESS) tab.

INTEGRITY

[ESaed North Carolina
Ofhice of the State Controller

REVIEW <<BACK NEXT>>
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My Personal Data

Employee Self Service Overview

This Overview screen appears and you would then click on My Personal Data, highlighted in yellow below.

REVIEW

IDwMow

Emplryes Seil-Service applcations provide Horth Carclina State employees with sasy access io informalicn and services. This page ghves an

averdiew of the entire offering

k¥

a

Wy ok Sagreh
Seareh for NC State employess; find basic
information about colisagues and their position in
the Slate

Quck Links
Mihe's Whg

My Benefe

Display the plans in which you are currenthy
enroled; enrollin new bens it plans dufing the
Stale’s annusl enrolimend periods. access State
Healh Pan forms.

My Personsl Data
Manage your ndoresses. grect depost, and
informabien about fTamiy members and dependents.

[
%

u riing Time

Recard your working tines, plan your leave, and
display your time dats

Quick Links

Begoeg Working Time

My Pay
Diplay your pay siatemant or your total
compensation sialament

<<BACK
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My Personal Data '

| My Working Time | My Benefits | My Pay | My Personal Data

The My Personal Data page displays.

From this page, you can maintain your I MyfersonsliDass
personal information, such as:

My Personal Information

. permanent residence and mailing — Addresse Welcome to the MY Personal
Ifainiain your addresses.
address NOTE: If you are making an infout of state changs to nﬂtﬂ workset!
tax Withholding information yeur permanent residence, please ensure your Tax

Withhelding Information iz aleo updated.

- _famlly m_emb_er an(_j dependent Tax Withholding Information
information, including emergency \aintain the information on your W4, WS, NC4, er ETC.
contact information HOTE: If you are making an infout of state change,
please ensure your Address information is also
. home phone number updated.
_ bank information Famil MemberDependents
Ifainiain information about your family members or
dependents.

You can also view your work email address

A Cormmunication Data
and phone number that display when

Dizplay your email address and your main work

someone uses My Employee Search to contact telephene number.
search for your contact information. More Direct Deposit
about this later. Bank Information

REVIEW <<BACK NEXT>>
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Employee Self Service Overview
My Personal Data

Your personal information is not publicly available to everyone.

It is available only to Human Resource staff members who may need it for business
purposes.

REVIEW <<BACK NEXT>>
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You can change your address using ESS.

In this exercise, you will change the address of your permanent
residence.

Change your address:

. From: 5008 Raleigh Road in Raleigh
. To: 200 North Blount Street in Raleigh

@ Click the Addresses link on this screen to see how it will work.

REVIEW

Employee Self Service Overview

‘ My Personal Data

My Personal Information

ses.
ing an injout of state change to
your permanent residence, please ensure your Tax
Withhekding Information is also updated.

Tax Withholding Information

Maintain the information on your W4, WS, NC4, or ETC.
MNOTE: if you are making an infout of state change,
please ensure your Address information is also
updated.

Family Member/Dependents

Maintain information about your famiy members or
dependents.

Communication Data

Display your email address and your main work
contact telephone number,

Direct Deposit
Bank Information

<<BACK NEXT>>
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My Personal Data

The Addresses page displays.

The number chart at the top of the page, shown
below, is simply an indication of which step of the

process you are in.

—i—]

Overview

REVIEW

Employee Self Service Overview

i Addresses

—1—
Overview

Hermanent resigence

Street Address 5002 RALEIGH ROAD
City RALEIGH

Telephone No.: 221-1878

[CEae |
Emergency contact
Street Address 123 Main Street
City: Raleigh
Telephone No.: 222-8979

New E ncy contact

|4 Previous Step | [ New Emergency contact ] [ New Maiing address e ]

<<BACK NEXT>>
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My Personal Data

@ In the Permanent Residence section,
~—" click Edit.

REVIEW

Employee Self Service Overview

| Addresses

=
Overview
Permanent residence
Street Address: 5008 RALEIGH ROAD
Ciy: RALEIGH
221-1878
_Edt |
Emergency contact
Street Address 123 Wain Street
Ciy: Raleigh
Telephone No. 223-8979
New Emergency contact
[4 Previous Step | [New Emergency contact ¥ [[New Maiing address

<<BACK NEXT>>
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Employee Self Service Overview
My Personal Data

1
- .
An Address Screen displays. ! Ofeivavy (EGIL  Revewisasoays
Notice the number chart at the top. You are now in Step 2, [ErammrRame
Edit. You will change the house number and street as well ! = E
as the zip code. ;ﬂoi — — ]
| House Number and Streefl * [SO0BRALEIGHROAD |
@ “— | Address Line 2 i
!Cly: »
! County:
On the actual screen, you would need to type in the new | State: *
address. | ze code: - [27812.0000 |
imenmme- {19 |[z21-1878 |
| & vaig from Today

; ' Vahd as of Future Date

il( Previous Step | [Review ¥]  [Ext]

REVIEW <<BACK NEXT>>
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My Personal Data

As you can see, a new address was entered.

To save the changes, you'll need to click on Review.

Also notice that you have the option of making the change
effective as of a future date by clicking the button next to

Valid as of Future date.

{@ Click Review now.
e

REVIEW

0

Employee Self Service Overview

Addresses

—i—E

Overview Edit

Permanent residence
Country

clo:

House Number and Street: * (200 N. Blount St |

Address Line 2:
City: *

County:

State: *

ZIP Code: *
Telephone:

" Walid from Today
" Wald as of Future Date

Review and Save Cenfirmation

[ ]
Horth Carglina ||

2760

919 |[221-1878 |

4 Previous Step | [ Review » [Exa]

<<BACK NEXT>>
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Employee Self Service Overview

My Personal Data

Your new address displays, and a Save button appears
at the bottom.

Note: If you had found an error here, you would click on the
Previous Step button to go back to the last screen, correct
the mistake, and click Review again.

{@ Since this is correct, click the Save button now.

REVIEW

Addresses

——

Review and Save

Overview Edit

Verify the Address data below

Permanent residence

Country

clo:

House Number and Street:
Address Line 2!

Cy:

County:

State:

ZP Code:

Telephone:

Vaid from S/25/2007

usa

200 N. Blount St

RALEIGH
Wake

North Carolna
27801

8915 221-1878

<<BACK NEXT>>
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My Personal Data

A message displays confirming that your changes were
saved.

You could then close the window or go elsewhere by
clicking one of the links under “What do you want to do
next?”

REVIEW

Employee Self Service Overview

Addresses ==

m The changes you made to your Address data were saved

What do you want to do next?
to Address. WEIVIEW
Go to My Personal Data homepage
Go to Emplovee Seit.Services homepage
Fermanent residence

Country usa

clo

House Number and Street: 200 N. Blount St
Address Line 2:

Ciy. RALEIGH
Caunty: Wake

State: North Carglna
ZIP Code: 2Te0
Tedephone: 918 221-1878

Vakd from 972472007

<<BACK NEXT>>
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My Personal Data

Another task you can perform in My Personal
Information is to view your email address and your
main work telephone number.

{@ Select Communication Data.

REVIEW

@

My Personal Data

My Personal Information

Addresses

Maintain your addresses.

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

Tax Withholding information

Maintain the information on your W4, W5, NC4, or ETC.

NOTE: if you are making an in‘out of state change, please ensure your Address
information is also updated.

Eamily Member/Dependents

Maintain information about your fa

Communication Data

Display your email address and your main work contact telephone number.

Bank information

Maintain your direct deposit and banking information.

The Office of the State ControBer (QSC) will transmit your payment
electronically based on the information you have provided. If the
payroll transmission fails because you have given your Payroll

L Nffirs incorrsct or nutdated informatinn the Stats can nobe neowids

<<BACK NEXT>>
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My Personal Data [ lesson2 ]

Your work phone number, including extension if you have one, and your
work e-mail address display if someone searches for you using My
Employee Search.

You cannot change this information yourself using Employee Self Service. Display Own Data

. Dizplay Own Data
To change your work email address, you would go to:

|— Area code + local access code | (919)421-5000
J Extension X6639

To change your work phone number, you would: J E-mail ALEXANDRA.SMITH@NCOSC.NET

. NCID at https://ncid.nc.gov

. Contact your Agency HR person

If you have questions about changing your information on this screen, you
can contact BEST Shared Services:

Raleigh area: (919) 707-0707

Toll free: (866) 622-3784

REVIEW <<BACK NEXT>>
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Employee Self-Service Overview

Knowledge Check

Which of the following statements is true concerning the Employee Self-Service area of the
system?

QYou can change your employee email or work telephone number.
|:| You can change your personal home address.

|:| Your complete personal information, including pay, is available to all
State employees.

[ Al of the above.

Submit|| Reset

@ Using your mouse, select the correct answer, then click the Submit button.

REVIEW <<BACK NEXT>>

http://www.beacon.nc.gov/training/wbt/course/es200/course/es200/lessons/pd/pd016.html
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Maintaining Banking Data

Next, you will find out how to maintain your banking information.

As you may remember from introductory information on BEACON, you have
several direct deposit options for your paycheck.

You may choose to deposit portions of your pay into more than one account.

For direct deposit, you must enter the correct account number and bank
routing number.

If your bank information is incorrect or outdated, your paycheck could be
delayed quite some time while the bank and the State handle the reissue pay
process.

REVIEW <<BACK NEXT>>
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Maintaining Bank Data
My Personal Data
. My Personal Information
Sl Addresses
Maintain your addresses,

NOTE: If you are making an invout of state change to your permanent resdence,
phease ensure your Tax Withholdng Information = 850 updated.

To maintain your bank information, you would go to My Personal Tax Wiehhoking Information

Data Maintain the information on your W4, W5, NC4, or ETC.

. NOTE: If you are making an infout of state change, please ensure your Address
and then Bank Information. information is also updated.

amity Member ngent
Maintain information about your famiy memiers or dependents,
Display your emal address and your main work contact telephonie number,

Direct Deposit

ﬁgnk Infarmation

Maintain your direct deposi and banking information,

The Office of the State Controber (OSC) will transmit your payment
electronically based on the information you have provided. If the
payroll ransmission 1aids bECAUSE you have given your Payrol
Office incorrect ar outdated information, the State can only pravide
a replacement payment AFTER a refund from the financial institution
has been received. Ris important that you previde comrect account
and bank routing numbers, and that you notify your Payrol Office
immediately if you change banks er account numbers.

The OSC has the right to retract and correct payments, as necessary.

REVIEW <<BACK NEXT>>
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Employee Self Service Overview

Maintaining Bank Data

There are a small percentage of employees who receive pay checks
rather than using direct deposit. If you are one of these employees,
your Bank Information screen will look like this one.

If you want to begin using direct deposit, you cannot make any
changes to this screen to start your direct deposit. Instead, you must
send a form and the required bank verification to your HR office for
processing. You can get the Direct Deposit form on the BEST
Shared Services web site at http://www.ncosc.net/BEST.

Note: Employees who are already on direct deposit may not switch
back to receiving a pay check but may make changes to their direct

deposit information through ESS as described in the next few screens.

REVIEW

I Bank Information

Bank Mame:
Account Mumber:

1 2 3 4

——2] 2] [
Ouverview Edit Review and Save Confirmation

Main bank

Payee: Sharon Anita Jordan

|4 Previous Step |

Ext |

<<BACK NEXT>>
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Employee Self Service Overview
Maintaining Bank Data

. . . , Bank Information
For employees on direct deposit, your Bank Information screen will look

similar to this one.

Overview

;_Ei 121 .._*, l- f 4 ] =
The Edit button controls your Main bank on this page. : Roviow and Save Ny,

You would click Edit to make changes to the Main bank where your
payroll check is deposited. L

Payee: Alexandra K Smith
Bank Name:
Account Num ier:

[ Previous Step | [ New Other bank 0| [ Ext |

|

Note: You have the option of adding up to three other banks to deposit portions of your paycheck. The New Other bank button is
for adding additional banks. For example, if you wanted a portion of your paycheck deposited to a savings account at an entirely
different bank, you would click the New Other bank button to add that bank. This is covered in more detail later in this lesson.

REVIEW <<BACK NEXT>>
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Employee Self Service Overview

Maintaining Bank Data

In the next exercise, let's say that you have changed banks and need
to update your main direct deposit to a new bank account.

You would need to refer to a printed check from your new account to get
the bank number/routing number and your checking account
number.

You can use the instructions and check image on the bank information
screen pictured here to locate the numbers on your check.

REVIEW

Note: Be sure to have a check from the account into which
the deposit will be made available to reference.

n Enter your Bank Number, which appears on the
bottom left of the check as indicated by number 1 balow.

a Enter your Account Number, which appears on the bottom
middle of the check as indicated by number 2 below, The
deposit account number length varies by financial institution.

Do not enter the Check Number, as indicated by number

32 below,

@Suzy Q. Carclina
123 NMeacon Lans

No. 1582 %

Raleigh. HC 27808 DATE
PAY TO THE
ORDER. OF. $
LLARS

For

The bank'

routing number is
dencted by nine

(9) digits surrounded
[ H

m2345613@@0321@ (1532} @
4 +

The deposit The check number
account number (Mmay appear before
the deposit numiber)

<<BACK NEXT>>
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Employee Self Service Overview

Exercise: Maintaining Bank Data

Bank Information
. . . . . >—E’— [2] 3] s ]l—m
In this exercise, you will be changing your direct . —— -
deposit. Overview Yeview a firrnat
. From: TP
Starlight Bank
To: Payee: Alexandra K Smith

Starlight Bank

Moonbeam Bank ar 12131415

[@ Click Edit now.

Bank Ma
Account Nu

[ Previous Step| [[New Other bank M [ e |

REVIEW <<BACK NEXT>>
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. Home | Menu | Exit Employee Self Service Overview
Exercise: Maintaining Bank Data [ Lesson?2 ]

The Edit page displays where you would type in the new bank Bank Information
number, account number, and then select Valid as of Future Date.

— @ o
L=
CRITICAL NOTES: Overview Edit Review and Save
You must make the change to another bank account effective the first day of the pay
period that you want your pay to go into the new account. You would generally select Main bank
the second button, Valid as of Future Date, and enter the first day of the next pay RN __—y
period. Or, if you are actually making the change on the first day of the pay period, you Country J'
can leave the Valid from Today default button selected. If you are paid monthly, make Payss Aeandra T Srah
your change effective the first day of the month. If you are paid biweekly, contact HR
Cay RALEIGH

to verify the first day of the next pay period or access thePayroll Calendar in ’ J 1
Help. @ 2P Code 27601 |

f ke the ch d f he first d f th dandd lick MRS a
If you make the change on a day after the first day of the pay period and do not clic

y ge on a day ) Chane ooy [ |Gcheckng CSovigs

Valid as of Future Date to enter the next pay period begin date, part of your next pay Accoun! Number:
check may go into aclosed account. Or if your pay is deposited into more than one 9

account, the dollar amount that goes into your main account may be incorrect,
including the possibility of no pay being deposited in your main account.

If you are in the process of opening and closing bank accounts, make sure that you
keep your current account open until the direct deposit change to the new bank (% Vabd from Today

processes. If you are not sure about the date that you should make the change Walkd as of Future Date
effective, contact BEST Shared Services.

[4 Previous Sten | [ Review ]

{@ On this screen, click in the Bank Number and Account Number area.‘

REVIEW <<BACK NEXT>>


http://help.mybeacon.nc.gov/beaconhelp/Payroll/Job_Aids/pdf_PY300_Payroll_Calendar.pdf
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Office of the State Controller

Exercise: Maintaining Bank Data

On this screen, you would make sure the numbers you entered on
the last screen are correct here by clicking the Review button.

In this example, the change is being made on the first day of the
month for an employee who is paid monthly, so the Valid from

Today option is selected.

[@ The numbers are correct, so click Review now.
S

REVIEW

Employee Self Service Overview

Bank Information

—l

Overview

Main bank

P Cote

£

Bank Number:

Account Number:

usp

(% Wabd from Today
" Valid as of Future Date

[« Previous Sted]| [ Review ¥ [Ex]

<<BACK NEXT>>
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Exercise: Maintaining Bank Data

You would then review the numbers again to be sure they are
correct.

If so, you would click the Save button. If not, you would click the
Previous Step button to go to the last screen and correct the
number(s).

[@ The screen is correct, so click Save now.
S

REVIEW

Employee Self Service Overview

Bank Information

Uprevous Stefl| [[Save]  [[Ext)

Qverview Edit Review and Save Confirmation

Verify the Bank data below

Main bank

Country:

Payee: Alexandra K Smith
City: RALEIGH

ZIP Code: 27601

Bank's American Bankers' Association Number: 253177049
Bank Account Number: 123456
Account Type:

Payment Methed: Payroll Check
Purpose:

Currency. uso

Vald fram /012007

<<BACK NEXT>>
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. Home | Menu | Exit Employee Self Service Overview
Exercise: Maintaining Bank Data
Bank Information
A confirmation screen displays. It tells you that the changes to — 1z} [] [4] a
your bank data were made. Overview £t Review and Save Confirmation
You would then close the window or go elsewhere by clicking one [0 The changes you made to your Bank data were saved

of the links found below “What do you want to do next?”
Vihat do you want to do next?

Go to Bank information Overvisw
Go te Wy Persenal Data homepage
Go tp Emplovee Self-Services homegage

Kain bank

Country:

Payee: Alexandra K Smth
City: RALEIGH

ZIP Code: 27601

Bank's American Bankers' Associatan Number: 283177049
Bank Account Number:

Account Type:

Payment Method: Fayroll Check
Purpose:

Currency: usp

| Vabd from S/012007

REVIEW <<BACK NEXT>>
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Employee Self Service Overview

. Home | Menu | Exit
Adding Other Banks

You can add up to three additional banks to deposit part of
your pay.

The process of adding an additional bank account is similar
to that of adding a Main bank account.

To add a bank you would:
Select the Bank Information link in Personal Data.

Then click New Other Bank.

REVIEW

Bank Information

Overview Edit Review and Save Confirmation

Main bank

Payee: Alexandra K Smith
Bank Mame:
Account Number:

[4 Previous Ste; /| [ New Other bank b | Exit |

<<BACK NEXT>>
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Other Banks

When you add one or more additional bank accounts, you must enter
the following on the screen to set up the deposit(s) in the new
account(s):
. the percentage of your paycheck, in Standard Percentage
- Or -
. adollar amount, in Default Value

The remainder will be deposited in your Main direct deposit bank.

Example: If you added three bank accounts and entered 20% for each,

totalling 60%, the remaining 40% would be deposited in your Main bank.

NOTE: As described earlier regarding changes to your main deposit
account, you must also add other bank accounts effective the first day
of the pay period that you want a portion of your pay to go into the new
account(s). Enter the pay period begin date after selecting Valid as of
Future Date.

REVIEW

Employee Self Service Overview

Bank Information
—il—E—ia [4—=
Orwgfview Edit Revidw and Save Confirmation
Other bank
Country. (.
Payee [Alexandra K Smih
2P Cose .
Bank Number: L O
[ ]t cCheckny { Savings

Account Humber:
Payment Liathad Payrol Drect Dep_| ™
B yrnn s [
Currency: uso
Standard Percentage: o
or

Detaul Vake:

& Vald from Today
" Wakd a3 of Future Date
7 Waldity Period

[Fevoms Sip) [Revewd) (6]

<<BACK NEXT>>
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Maintaining Bank Data

If you added one Other Bank, your Bank Information screen
would look like this one with your Main Bank shown at the top
and your Other Bank(s) shown below.

On this screen, you could then do the following:

. Edit your Main Bank account information
. Edit or delete the Other Bank account

Click the New Other Bank button to add another bank
account

REVIEW

Employee Self Service Overview

y Pay | My Pereonal Dats

> ok 1 |
Owirwiew

‘Main bank

Payes: Jahn ES5-1

Bk Hame: BANH OF AMERICA, BA

ACDunt Nuerier DEra00000993

Cea

Other bank

Payes: John ESS-1

Bank Home: AWACHOWLA BANK N A

Account Namber, ARA0I0A342

[ | [oeee]

M Othar bark

[ Frovious Sieo | [New Olher bank C1 S ="

<<BACK NEXT>>
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Employee Self Service Overview

Next, you will see how to maintain your Family Member/Dependent
information.

REVIEW <<BACK NEXT>>
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| Employee Self Service Overview
Family Member/Dependent Information

My Data (ESS)
|

My Emplo:

Before you enroll in benefits plans, you must add your family
members and dependents to your personal data because the I Wy Personal Data
system pulls your dependent information from My Personal Data
when you choose beneficiaries in the My Benefits area.

My Personal Information

To add, delete, or change family and beneficiary names, you Iaintain your addresses.

would go to My Personal Data and then click on Family MOTES\fyou are maidng an Infoutol, stace change o
yeur permanent residence, please ensure your Tax

Member/Dependents. Yithhelding Information is alzo updated.

Tax Withhelding Infermation

Maintain the information on your W4, W5, NC4, or ETC.
HOTE: If you are making an infout of state change,
please ensure your Address infermation is alzo

narrd At

amiy MemberTienendents
Iiaintain information about your family members or
|dependents,
Lo rCa o et
Dizplay your email addreas and your main work
cenfact ielephene number.

Direct Deposit

Bank Information

REVIEW <<BACK NEXT>>
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Family Member/Dependent Information

Employee Self Service Overview

On the Family Members/Dependents screen, you would click the appropriate button at the bottom of the screen such as New Child

and enter the required information.

In this example, Kellie Anne Smith was added as a new child.

You could then make changes to the child's information by clicking on the Edit or Delete button or you could select one of the other
buttons at the bottom of the screen to add other dependents or Exit this area.

Kellie Anne
First Mame: Kellie Anne
Last Name: Smith
Date of Birth: 252007
Edit Delete

New Child
4 Previous Step | [ Mew Divorced Spouse k] [ New Father »| [ Hew Mother »| [ New Foster Child »
New Other »| [ Hew Chid »| [ New Legal Dependent »| [ Mew Testator »| [ New Guardian »
New Stepchild »| [ New Related Persons » [ Exit |

REVIEW

<<BACK NEXT>>
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Employee Self Service Overview

Next, you will see how to maintain your W4 tax withholding information.

@ In the next exercise, you will practice changing your W4 filing status and number of exemptions.

REVIEW <<BACK NEXT>>
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f 'Fiame | Menu | Exlt Emhioyee Self Service Overview

Tax Withholding Information - Lesson 2
My Data (ESS)

. Overview | My Employee Search My Working Time | My Benefits | My Pay |§ My Personal Data I
First, you would go to My Personal Data -

and then click Tax Withholding
Information.

I My Personal Data

My Personal Information

t!"--_._ Addresses WBIM]IIE ln tIIB My P
Maintain your addresses,
NOTE: If you are making an infout of state change to ﬂata workse

your permanent residence, please ensure your Tax
Wikhhnaldna Infarmatinm e ales nndatad

Tax Withholding Information
T : W
NOTE on Exemption Status Options in ESS: Maintain the nformation on your YW4, W5, NC4, or ETC.

= A NOTE: If you are making an infout of state change,
Tax Exempt Indicater;  § Not Exempt = please ensure your Address information is also
Exempt, Reporiable updated.
Fami MemberiDependents
In ESS, you may select an exemption status of NOT Maintain information about your famidy members or
EXEMPT or EXEMPT, REPORTABLE. If your exemption dependents.
status should be EXEMPT, NOT REPORTABLE or el
EXEMPT, PARTIALLY REPORTABLE, contact BEST Communication Data
Shared Services to process either of these options. Display your email address and your main waork

contact telzphone number,

REVIEW <<BACK NEXT>>
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Employee Self Service Overview

Tax Withholding Information

W4

- i b - -

The W-4 screen displays next. b 1 2 3 4 |
i Edit Review and Sav ifirmatior
In this example, the employee’s Federal el Sl SRR
Filing Status is currently Single, and
the number of exemptions is zero. Federal
Filing Status: Single

For this example, you will change it

to:00 @ No. of Exemptions: 00

. Filing Status: Married

. No. of Exemptions: 01 I North Carolina

Filing Status: Married
No. of Exemptlions: 01

@cnckEditabove. [ Edt | [ Delete |

[4 Previous Step | [ New Massachusetts »| [ New Virginia ¥ [ Exit |

REVIEW <<BACK NEXT>>
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. Home | Menu | Exit Employee Seli Service Overview
Tax Withholding Tnformation Lesson 2
For the Federal withholding, you would: I w4
Click the Filing Status down arrow b @ =
and select Married ) Qverviaw Edit Review and Save Cor
Change the number of exemptions
to 01 Federal
Click the Declaration box Tax Authority: Fen
Filing Status: |i.-{arri'éti I
For this example, the information has No. of Exemptions: -EEI g5 [ Mon-Resident Alien
already been entered. Additional Withhalding: 0.00|USD
Tax Exempt Indicator:  |Not Exempt =]
NOTE:
The system displays the effective date in the VALID AS
OF FUTURE DATE field to allow for a seven-day Declaration
processing time frame. In this example, we made the . sclaration

change on 5/27/08 so the effective date displays as
6/3/2008. You may also select a later effective date such
as the first day of the following month using the

calendar icon [B, Valid as of Fuiure Date: [6/32008 |53

@ [4 Previous Step | | Review b ].

@ Now click Review, the first step in saving the changes.

nder penalties of perjury, | certify that | am entitled fo the number of withholdin

REVIEW <<BACK NEXT>>
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Employee Self Service Overview
Tax Withholding Information

You would review the information to
make sure it is correct.

Qverview Edit Review and Save Lontirmatio

Verify the Tax Data data below

Federal

Tax Authority: FED

Filing Status: Marned

No. of Exemptions: 01 [C] Hon-Resident Alier

Additional Withholding: 0.00 USD
Tax Exempt Indicator: Not exempt

@ Now click Save.
-

Vakd from 6/3/2008

[ Previous step [ Save|  [Exit]

(@

REVIEW <<BACK NEXT>>
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Employee Self Service Overview

Tax Withholding Information

A Confirmation page would display,
and you could choose to go to other
areas in Employee Self Service or exit
BEACON by closing the window.

REVIEW

We

7]

-

lizil
B

I ETVIEW Edit Review

Confirmation

JII The changes you made to your Tax Data data were saved

What do you want to do next?
1o W4 Tax Withholding Owverview
Go to My Personal Data homepage
Go te Emplovee Self-Services homepage
Federal

Tax Authority: FED

Filing Status: Married

No. of Exemptions: 01 [] Non-Resident
Additional Withholding: 0.00 USD

Tax Exempt Indicator:  Not exempt

Valid from 107872007

<<BACK NEXT>>



BEACON Web-Based Training

beacoN

Employee Self-Service Overview
Knowledge Check

To make sure your changes become effective in My Personal Data, it is very
important to make sure you follow the process to what stage?

|10verview
[] Edit
|:| Review & Save

|:| Confirmation
Submit|| Reset

@ Using your mouse, select the correct answer, then click the Submit button.

REVIEW <<BACK NEXT>>

http://www.beacon.nc.gov/training/wbt/course/es200/course/es200/lessons/pd/pd039.html
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< 1
Oifice of the S1a1e Contraller
Employee Self-Service Overview

Knowledge Check

If you have changed banks, where should you go to make changes to your
banking information?

O My Pay

[0 My Personal Data

Submit || Reset

@ Using your mouse, select the correct answer, then click the Submit button.

REVIEW <<BACK NEXT>>

http://www.beacon.nc.gov/training/wbt/course/es200/course/es200/lessons/pd/pd040.html
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. Home | Menu | Exit Employee Self Service Overview
Lesson 2:" My Personal Data

You have completed the My Personal Data lesson.
You should have learned how to:

. Go to the My Personal Data section of ESS

. Maintain your addresses, bank information,
and family member data in ESS

. Maintain your W4 tax withholding
information

Click the NEXT button below to continue to the next
lesson.

REVIEW <<BACK NEES
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When you complete the My Benefits lesson, you should be able
to:

. Go to the My Benefits section of ESS

. Display benefits plans

. Make necessary changes in selected benefits plans
. Access State Health Plan and related forms

REVIEW <<BACK NEXT>>
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Finding My Bengefits

Access ESS by clicking the My Data (ESS)

tab, just as you did when performing an
employee search.

Then click on My Benefits section.

el North Carolina

Office of the State Controller

I Overview

=

Employee Self-Service appications provide North Corclna Siate employees with easy access to informabion and services. This page gves an

owerview of the entire oifering,

Wy Errprboryms Samrc
Search for NC Stais emplayses: find basic

mformation about COBBgUES BNG e DOBRION i
the State

)
o,

1%

Cuuick Links
\Wha's Wha

@On the Overview page, click My Benefits.

REVIEW

My Benafts
Dissplary the plans in which you are currently
enroled; annol in new benafit plans during the

State's annual enrolsent pariods. Access State
Heaith Flan farms.

! — T
. i Manage youl Asdreasss, drect depost and
information sbeut famdy members and dependents.

My Working Tune

Rmcord your wodking times, plan your leave, and
sl your tene cata

Quick Links

Bepord Working Tine

My Pay
Display your pay stabement ar your botal
compensation statement

<<BACK

NEXT>>
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Employee Self Service Overview

Finding My Benefits

My Benofits
The My Benefits page displays. G B
From this page you can access a variety of links to S .
view benefits data or to make changes to your Adnst your beseft selectins durg th pered: 09012007 - 10012007
benefits information. T T ppum—
Under Benefits Participation, click Participation @ a0 '

¥ou are cufrestly enroled

Overview to see the plans in which you are enrolled.
My State Health Plan

State Health Plan Forms - Submit to BEST Shared Services

Eripr Hoaln Coversoe Form
Used if you have coversge under 8 previous plan

Covargns Ganyset far Inegnactpied Danandant Farm
Used if you have 8 child ver a0 15 whe i sigible as & mentaly of phyncaly
gart Elobity Form

oster Chikd win 8 Oifferent ast name.

» Corfeaton Form

Cenfeatan ot Dagend
Used if you have a

Used If you, or & dependent. are sighie for Wedicare

Go to the State Health Plan Webaite

N Cargleg State Heath By

My Supplemental Savings Plans
281 Sanias PRy

Enroll or make changes to your 401(k) and Roth 401(k) savings slana.

457 Saviecs Plany

Enrol or make changes 1o your 457 savings plan
SRA Form - Submit to BEST Shared Services
4030} Salry Beg ent Foem

REVIEW <<BACK NEXT>>
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Viewing Your Benefits

A list of the Statewide plans that you are currently enrolled in
display, similar to the example shown on the right.

The employee for this example is enrolled in all the plans listed, not
just the one with the button selected.

REVIEW

Employee Self Service Overview

Participation Overview

I P Show Benefis General Link

Participation overview as of 92472007

Plan

Dental

{# NC Flex Dental Plan
Medical

" Indemnity Plan

Vision

" NC Flex Vision Plan
401(k) Savings

" 401(K) Savings Plan
Retirement Plan

" TSERS - Retirement Plan

Hational Pacific (Dental)

Superipr Vigion

Prydential (Savingsg)

<<BACK NEXT>>



View Details

You are now viewing another employee's
Participation Overview screen. This is an older
version of the screen layout but contains the same
basic sections and functions as the current version.

To view details of any plan, you would click the button
to the left of the plan and then click the Show
Participation Details button.

For this training example:

@Select the button next to NC Flex Dental Plan.
-

REVIEW

Employee Self Service Overview

Participation overview as of 9/24/2007

Pian
Dental
@C Flex Dental Plan Hational Pacific (Dental)
Vision
T NC Flex Vision Plan Superior Vision
401(k) Savings
" 401(K) Savings Plan Prudential (Savings)
Retirement Plan

(" TSERS - Retirement Plan

[ Show Participation Detas |

(5]

<<BACK NEXT>>
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Employee Self Service Overview

View Details

For this training example:

@ Now click Show Participation Details.

REVIEW

Participation Overview

p-Show Benefis General Links

Show Participation Overview as of. [ar2ar2007

Participation overview as of 9/24/2007

Flan

Dental

(@ NC Flex Dental Plan
Medical

¢ Indemnity Plan
Vision

" NC Flex Vision Plan
401(k) Savings

" 401(K) Savings Plan
Retirement Plan

(" TSERS - Retirement Plan

| Show Participation Detais |

Natignal Pacific (Dental}

Superior Vision

Prudential {Savings)

O

[Ed]

<<BACK NEXT>>
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Viewing Details

The details display, including enrollment date, plan costs, whether
the employee is covered, or if the employee and dependents are
covered.

{@Click the Back button to return to the list of benefits.

REVIEW

Employee Self Service Overview

Participation Overview

p.Show Benefits General Links

Details of Plan NC Flex Dental Plan

Participation Period Starts on 06/01/2007
Plan Option Dental Low Option
Dependent Coverage Employee Only

Employee Cost (Post-Tax) = 17.84 USD Monthly

&= Q)

(Ext]

<<BACK NEXT>>
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Employee Self Service Overview

Participation Overview

To learn more about a benefit, click the link beside it.
p Show Benefits General Links

Show Participation Overview as of: [10/25/2007 [1g]

Participation overview as of 10/25/2007

Plan
Medical
¥ Indemnity Plan
‘ For this example, click the link next to NC Flex Vision Plan Vision @
._—/to display the related website. " NC Flex Vision Plan perior (Vision)
401(k) Savings
) 401(K) Savings Plan Prudential (Savings)
Retirement Plan
" TSERS - Retirement Plan  NC Treasurer (Retirement)

Show Participation Details |

REVIEW <<BACK NEXT>>
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Employee Self Service Overview
Making Changes to your Benefits Plans

Using ESS, you can make changes to your benefits during the following times:

. When you first become eligible, such as when you are hired.
O You must enroll within 30 days of your hire date or
eligibility date.

During the State-defined annual enrollment periods. O

. When you experience a life-changing event, such as
marriage, divorce, birth of a child, or when a spouse’s job
changes. You must change your benefits within 30 days of
the life event.

REVIEW <<BACK NEXT>>
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. Home | Menu | Exit Employee Self Service Ove
Making Changes to your Benefits [ Lesson3 |
My Benefits
ﬁt‘l My Benefits
. . . B  Adjustment Reason Encoliments
If you experience one of the Life Changing Events, you Marrse
must notify your HR office before going to this Employee T T e e
Self Service area to make the ChangeS. The HR Changs ta banaft pians. in which you are currently snroled
representative will enter some information into the system Benefits Participation
that will activate the links that you need when you go in to uﬂ‘-?f.uf.,fr.f.fmm,u Y
make your changes. Ty State Health Plan
State Health Plan Forms - Submit fo BEST Shared Services
After they activate the links, you'll find them on your My Brige Hagtn Coveraos Form
. . Usad if have covers nder & previous plan.
Benefits page under the Adjustment Reason e e
Enroliments heading as shown here. e e e
ifaten o Deosndent Ebadiey Form
The links will be available to you for only 30 days: Medicare Corlicaion Form
Used if yeu, or 8 dependent, ane eigibie for Wedicare.
. Go o the State Health Plan Website
. from the Life Event NOrth Carging State Heath Pign
. from your Hiring Date My Supplemental Savings Plans
4010k} goed Both Savings Plang
. during an Annual Open Enrollment period E:;nlnrmheuanmuwur:nlmnnunummhk:-u.-nt,—spans.

457 Savings Plans
Envollor make changss 8 your 457 84vings plan

&RA Form - Submit to BEST Shared Services
A0k Splary Radyction Soreamant Form

Used ts aaned of make changss 1o your 403(5) plas

REVIEW <<BACK NEXT>>
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Employee Self Service Overview

Making Changes to your Benefits

The next page provides an overview of the process of changing benefits as a result of a life event.
Remember, the changes need to be made within 30 days of a life event. 00

In this example, James, an employee who just returned from his honeymoon, wants to change his
State Health Plan coverage from single to family medical coverage.

REVIEW <<BACK NEXT>>
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Process for Changing Benefits due to a Life Event
.Within 30 days of his marriage date:
s . Contacts Agency HR
‘, . Provides documentation (marriage
James certificate) to Agency HR
a newlywed
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Employee Self Service Overview

Process for Changing Benefits dueto a Life Event

.Within 30 days of his marriage date:

. Contacts Agency HR

. Provides documentation
(marriage certificate) to
Agency HR

. Verifies documents
. Creates adjustment reason

Kay
Agency HR

James
a newlywed
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Process for Changing Benefits dueto a Life Event

Employee Self Service Overview

.Within 30 days of his marriage date:

. Contacts Agency HR
. Provides documentation
! (marriage certificate) to

James Agency HR

a newlywed

Agency HR

. Verifies documents
. Creates adjustment reason

.Within 30 days of his marriage date:

. Uses ESS to make the appropriate

changes to benefits
OR
! . Completes the appropriate paper
James enrollment forms and sends them to
a newlywed BEST Shared Services

REVIEW
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Process for Changing Benefits due to a Life Event
.Within 30 days of his marriage date:
. Contacts Agency HR i
) . . Verifies documents
. Provides documentation :
; i (marriage certificate) to . Creates adjustment reason
ames
a newlywed Agency HR Agency HR
.Within 30 days of his marriage date: .
. If an employee does not have
. Uses ESS to make the appropriate access to ESS, manually
changes to benefits changes the employee's
OR Mary, Benefits enrollment in benefits plans.
, . Completes the appropriate paper Administrator
James enrollment forms and sends them to
a newlywed BEST Shared Services

REVIEW <<BACK NEXT>>
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NOTE:

. Contact your HR representative as soon as
possible about the benefits changes you want to
make as a result of a life event -- the earlier, the
better.[]

. During annual enrollment periods, you must make
any necessary changes within the enrollment dates
stated on your My Benefits page in ESS.

REVIEW <<BACK NEXT>>
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State Health Plan"Forms

A variety of forms may be required to complete your
enroliment.

If you need to complete a form:

. Print the form
. Manually complete it.

. Submit it to BEST Shared Services or your Benefits
Administrator for processing. Contact information for
BEST Shared Services is found in Lesson 5, Finding
Help, in this course.

The forms include:

. Prior Health Coverage Form

. Coverage Request for Incapacitated Dependent
Form

. Certification of Dependent Eligibility Form
. Medicare Certification Form
. Dental Dependent Certification

REVIEW <<BACK NEXT>>
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State Health Plan Forms [ Lesson3 |
My Benefits.

ﬁp" My Benefits
S

Adjustment Reason Enroliments

To find the forms, go to the My Benefits page. T e

Adust your Béne il Selections defing the pencd. FADLZG0T - 10012007
The State Health Plan Forms are listed under the My S s s et
State Health Plan heading. Benetits Participstion

Badicioation Ovaryiew
Wigwr a st of plads i which you aré currédtly énrolied

My State Health Plan
State Health Plan Forms - Submit to BEST Shared Services

Prige Healh Coveraon Form
Used if you OWerage uhder 8 previcus plan.

Coverage Ruguaes for meapsceated Dapandant Foem
Used if you have a chili ower ape 19 who i eligible as & mentally or physic v
Cenifcaton of Depandant Ebglity Form

Used if you have 8 8 Fester Child with a difierent last name.
Wedicgre Canizaton Form

Used if you. or & dependent. ane eigible for Uedicare.

Go to the State Health Plan Website
Merih Canging Stase Hestn Pian

‘7 Supplemental Savings Plans
A0k} 3o Bioth Savings Pan
Encol of make changes to your 4010k} and Roth 401(k) savings plans.
457 Sawings Plany
Eneoll o ke changes b your 457 savings plan

SRk Form < Submit to BEET Shared Services
AL Syly Agraamant Form
Used ts eanedl 6 mate changss 1o your 403(E) plas

REVIEW <<BACK NEXT>>
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State Health Plan Forms

Sample Form

You can view the formin a larger
or smaller format by changing the
percentage here. It does not affect
its size when printed.

~ = YOu can save the
form te your computer
by clicking the icon
that looks like a

State He'z!rﬂh Planii

DEPENDENT ELIGIBILI

To Be Completed By Plan Member:
PLAM MEMBERS NAME

computer disk

one \ l
You can print the form by

clicking the icon that looks
like a printer.

ADDRESS

CHILL'S MAME

DATE OF BIRTH (MONTH, DAY, YEAR)

REVIEW <<BACK NEXT>>
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Add a Benefits Plan

You will now find out how to enroll in a benefits plan.

In this example, employee Alexandra Smith decides to
take advantage of the life insurance benefit offered.

REVIEW <<BACK NEXT>>
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In this example Alexandra is making the change during
an annual enrollment period, so the NC Flex Annl
Enroll link displays under the Adjustment Reason

Enrollments heading in My Benefits. ag My Benefits
* R Adjustment Reason Enrollments W"“‘mmﬂem

HE Fieo Arnl Enrgl Be“ems workset!

Adust your benafi sslsctions during the period: 106172007 -
11052007

Marriage

Adpial your Benafl sakcliong dufing the period: 10022007 -
110172007

Heakh ks for Baby

At your benafil saetions during the perisd: 10022007 -
110172007

I My Benefits ==

Bensficiary Changes
Change the banefi plans in which you are cunently annled

Benefits Participation
Parficipption Overview
Wiew & st of plans in which you ane currently enrolied,
My State Health Flan
State Health Plan Forms - Submit to BEST Shared Services

Prior Heakh Coverage Form
Usad if yoii have chverage undar 8 previsus plan

REVIEW <<BACK NEXT>>
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Add-a Plan

Enrollment =)

When Alexandra clicks the NC Flex Annl Enroll ' Mm . ? . "
. . Selection vy Cnnod i

link, the Enroliment screen displays.

¥ Show Gecerglinigiiew P Show Plansd Todeviiew

This is your selection of benefit plans. From this list, you can add, edit or remiove plans as needed. Whenever you edit a plan, its
GEtons &l displayed, For every plan. you con Spedily your dependents and beneficianios and & ledl invesiments,
Selection for NC Flex Annl Ensoll

Flan Coats. Remacics

Cancer Plan

& Enrol

Dental

/NG Flex Dentsl Pan 17,84 USD Monthly (Poat-Tex)  Dental Lew Cption - Emgleves Only Hatonal Pacific {Dental
Wiskon

NG Fisx Vision Plan  7.98 USD Monthly (PostTax)  Visige - (Exgm § Mgteriah - Emglives Qb Sypérige (\fign)

ADED

" Enrol

Life insurance:

I Enrol
Dependent Carg
" Enrol
Health Care FSA
' Enroll

=Tt golumn CENERIng SRIMEED CoMTELECNT. RN BN Your Hlany. Thanfors. e BTovnt Ihoen hate may Gifer Bgnifcantly iom the scel BTNt
shown on your payched

[AddPisa] [ EdEPa

[H Frevious Sisp Revew Enroiment ] (Ext]

REVIEW <<BACK NEXT>>
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Add aPlan

On the Enroliment screen, if she clicks the

Show GeneralLinksView, a list of benefits-related

websites displays, including vendor links.

==

Employee

Enroliment --\

Enrollment

- m— -

Plan Selection Rewview Enrolment

W Hide GenerallinksView P Show Plans OToday'\fiew

| endor Links
HC Flsx

NC Treasures (Retrsment)

QRP (Ratremant
Prudential (Savings)
;'.alg Hg.!ﬂh Flan

gyl Secyri

Superior (Visicn)

This is your selection of benefit plans. From this list, you ¢
and select investments.

¥ B B E ]

Plan Selection Review Enrolment

b Erew Linkayview | W Show Dans0Modaymw

This is your selection of benefit plans. From this list, you can add, edit or remove plans as needed. Whenever you edit a plan, its
options are displayed. For every plan, you can specity your and and sedect

Selection for NC Flex Annl Envoll

Flan Costs Remaris

Cangar Plan

% Encol

Dendal

7 NG Flex Dental Plan 17,84 USD Wonthly (Post.Tax) [estsl Low Optios . Emploves Dol Matioaal Pacific (Daial
Wishon

T/ NC Flex Vision Pisn  7.98 USD Wonthly (Peat-Tax)  Yiaon - (Exam & Maleral) - Emgins On Tl L)
ADED

€ Encoll

Life Insurance

" Eneoll

Dependent Care

" Enepll

Health Care F3&

" Eneoll

=This COIUMIN CONEES ESHMBIR COATIDADN. DR 0N YD SElbry. THemwiDnm, the BMOGNT. Showr Fane s OiTer gnificently hom the Bous smounts
shown on your paychad:

[AddPea] [EfiFan| [Femoveran]

Sien | [Review Enrolment & [Ext]

REVIEW
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AddingaPlan [ lesson3 ]

Enrpliment -4
If Alexandra clicks the ShowPlansOfTodayView ! MELM . Q.Eom. 2.
link, a list of benefits she is currently enrolled in ’
d|sp|ays bsrow Geasalinkgview I Show PansOTedavvimw
This is your selection of benefit plans. From this list, you can add, edit or remove plans as needed. Whenever you edit a plan, its
7 options are displayed. For every plan, you can specity your and and select

Selection for NC Flex Annl Envoll

3 m H 3 L hcm:m - -

Plan Selection  Review Enrolment  Complete &t
Dental

I NG Flex Dental Plan 1784 USD Wonthly (Poat.Tax) [icasd | aw Ontios . Empiives Ok Mt Pacif: (Daditpl]
P snow GenerallinksView ¥ Hide PlansOfT, Wisw Vision

T/ NC Flex Vision Pisn  7.98 USD Wonthly (Peat-Tax)  Viaon - (Exam & Maleral) - Emglns On Tl L)
Current ADED

[_ | Plan
i Indernnity Flan |__,_,.--' Plans " Eresl

Life insurance
NC Flex Vision Plan
401(K) Savings Pan
TSERS - Retirement Plan

" Eneoll
Dependent Care
" Enepll
Health Care F3&
nefit plans. From this list, you ' Eneoll

and select investments.

=This COIUMIN CONEIS ESHIMBIR COATIDADN. BB 0N YD SBlbry. THewIDn, the BMOGN. Showr Fane s OiTer significenty hom the Bous smounts
shown on your paychadk

[AddPen] [EfiFan| [Femoveran]

[A Frevious Sten | [Review Enrolment [ [E=]

REVIEW <<BACK NEXT>>
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Adding a Plan Lesson 3
Enraliment [=]
The Enrollment page also shows the following —il 2] .
Plan Selection Revigw Enroleant d
plans:
b Show Gassralnksview P Show Pans0 Todavew
. those that Alexandra can enroll in during the This b your sebection of borft plnss, Froan thi Hst, o can add, 608t of remove plan & needad, Whenever you odil & plsn, s
open enrollment period B and and setect

. . Selection for NC Flex Annl Enroll
. those that she is enrolled in and can now

. Fan Costs Remaris
make changes to during the open enrollment Cancer Plan
period. Those plans display the monthly costs. ';:"'
D 7 NC Flax Dental Pan 1784 USD Manthly (Poat.-Tax) Destsl Low Dglics . Empiloyie Doy Matoesl Pacie (Dentsl)
Vision
Note: A|exandra’s medica| p|ans are not dISp|ayed 7 NC Flex Vision Plan  7.98 USD Wonthly (Pesé-Tax)  Yigion - (Exam & Maleriall - Emgloves Only - Supsrior (Wision)
here because during this enroliment period, she P
cannot make changes to these plans. Lite insurance
) Enell
Dependent Care
" Enrpll
Health Care FSA
" Envol

REVIEW <<BACK NEXT>>
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Adding a Plan

So Alexandra, who wants to

enroll in a life insurance plan,
clicks the Enroll button under
Life Insurance and then clicks

REVIEW

Employee Self Service Overview

Selection for NC Flex Annl Enroll

Plan Costs Remarks
Cancer Plan

" Enroll

Dental

" NC Flex Dental Plan 17 84 USD Monthly (Post-Tax) Dental Lo
Vision
{7 NC Flex Vision Plan 7.8 USD Monthly (Post-Tax) Vision - (
ADED

" Enroll

Life Insurance

(# Enrall

Dependent Care

" Enrell

Health Care FSA

" Enroll

“This column containg estimated contributions, based on your selary

[N Previgus .‘-'=.:: Review Enrgliment & @

<<BACK NEXT>>
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Adding a Plan

Details of the plan display. In this example, it shows that she can purchase $20,000 of life insurance for $7.32 per month.

NOTE: As with the other benefits costs listed in ESS, the
Employee Cost (Monthly) column contains estimated
contributions, and amounts shown here may differ
slightly from the actual amounts shown on your
paycheck.

Contact your agency Benefits Administrator if you have
questions.

REVIEW

Enrollment

—% 0 b 2 s}
Plan Adjustment Select Beneficlaries Plan Sele Review E ent

}§now Generailinks\Wiew " how PlanTvpeOfToda oy

Offer for Life Insurance

NC Flex Life Insurance - choose pla

n options (starts on 1/1/2008) 1G (L)

 option | Basic Coverage
| NCFlex Life nsurance

The amounts are in USD
[#] Pre-Tax Deductions

Recalculate

[4 Frevious Step | [ Select Beneficiaries |

20,000

Addtional Unis Total Coverage Employee Cost (Monthiy)®
0 (0-48) x 10,000.00 20,000 7.32

<<BACK NEXT>>
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Adding a Plan

Alexandra wants to purchase more life
insurance. To do this, she:

Clicks inside the Additional Units
space and types the number 20.

. Clicks the Recalculate button.

. Reviews her total coverage and
new monthly cost in Employee
Cost.

She continues to try different numbers
until she comes up with coverage that

will protect her family at a cost she can
afford.

REVIEW

[Recaicuate |

Employee Self Service Ove
Enrollment
—4] [a] [ | [l z 3 j—=

Plan Adjustment Select Beneficiaries

P Show GeneralLinks\View P Show PlanTypeQOfTodavView

Offer for Life Insurance

NC Flex Life Insurance - choose plan options (starts on 1/1/2008) nc Life)
NC Flex Life Insurance 20,000

(0-48) x 10,000.00

220,000

Total Coverage Employee Cost (Monthly)®

8052

The amounts are in USD.

[¥] Pre-Tax Deductions

[4 Previous Step | [ Select Beneficiaries |

<<BACK NEXT>>
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Adding a Plan

During the enrollment process, a Pre-Tax Deduction checkbox displays, already checked. A pre-tax deduction is a deduction to
gross wages that reduces taxable wages for the employee. Typically, employees leave it checked. If you have any questions, please

contact your Benefits Administrator.

Pre-Tax Deductions

Enrollment

REVIEW

> 1 | ] 1 2 m

Plan Adjustment Seiect Beneficares

¥ show Generalinksvime P Show PlanTyped Meday'imw

Offar for Life Insurance

NC Flex Life Insurance - choose plan options (stans on 1/172008) 1

Optien Basic Coverage  Asdbional Unts Total Caverage  Emgloyes Cost (Monthly)*
| NE Fiex Life maurance 20,000 | 20| (0-48} x 10,000.00 220,000 8052

Thé amaunts an is USD
[+ Pre-Tax Deductons

Recalculate
A Previcus Step | | Salect Banaficaries b

<<BACK NEXT>>
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Adding a Plan

The next step is to name beneficiaries by clicking Select Beneficiaries.

REVIEW

Enrollment

[=] b [

Plan Adjustment

| T ow Generallinks\isw

Select Beneficiaries

P Show PlanTyped TodavView

Offer for Life Insurance

NC Flex Life Insurance - choose plan options (starts on 1/1/2008) nc e

Option
| NCFlex Life Insurance

The amounts are in USD
[ Pre-Tax Deductions

Recalculate

Basic Coverage Addtional Units.
20,000 | i (0-48) x 10,000.00

|4 Previous Step | | Select Beneficiaries b |

Total Coverage Employee Cost (Monthiy)*
220,000 80.52

<<BACK NEXT>>
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My Personal Data

Note: The Family Members/Dependents screen pictured below is part of My Personal Data that you explored in the last lesson to
change an address, bank account, family member data, and tax withholding information. You can use the Family
Member/Dependents link in My Personal Data to enter or change information on your family members, dependents, and emergency
contacts.

On this screen, you can see where Alexandra had entered information on her daughter, Kellie Anne, as a dependent.

Kellie Anne
First Name: Kelie Anne
Last Mame: Smith
Date of Birth: W252007
Edt
|1 Previous Step | | New Divorced Spouse >| | Mew Father b| | Mew Mother >| | New Foster Child b|
| New Other P| | Mewr Child P| | New Legal Dependent P| | Mew Testator P| | Mew Guardian P|
[ New Stepchild »| [ New Related Persons v HETE

REVIEW <<BACK NEXT>>
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Adding a Plan

The names of the employee's beneficiaries
will already be listed in this form.

The names originate from the information

she provided in the My Personal Data section
of ESS.

REVIEW

Employee Self Service Overview

Enroliment

—{1 0 (o] [ (2]

Plan Adjustment Select Beneficiaries

P show Generallinks\View P Show PlanTypeOfTodavView

Select your beneficiaries and contingent beneficiaries for plan NC Flex Life Insurance.
Jonathon Smith Spouse
Reberio Garcia Father

beana Garcia Mother
John Smith Chikd
Keliie Anne Smith | Child
Jacob Smih Child

[4 Previous Step | [ Add Plan to Selection |

<<BACK NEXT>>
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Continuing on the Enrollment screen, Alexandra selects beneficiaries by clicking in the Beneficiary and Contingent Percentage
columns and entering the percentage amounts in the appropriate column.

Enrollment

— 1] = 6]

Plan Selection Plan Adjustrent Select Beneficiaries

Review Enrelment  Identify Primary
Beneficiaries by
entering a percentage

P Show GenerallinksView W Show PlanTvpeO fTodavView in this column.

Select your beneficiaries and contingent beneficiaries fo C Flex Life Insurance.

Jonathen Smith Spouse 100 0 \\ |dentify Contingent
- Eeneficiaries by entering a
Roberto Garcia | Father 0 20 percentage in this column.
lleana Garcia Mother 0 20
John Smith Child 0 20
Kellie Anne Smith | Child 0 20
Jacob Smith Child 0 20 Each column needs to add
up to 100.
4 Previous Step | I Add Plan to Selection :1 00 :1 00

REVIEW <<BACK NEXT>>
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Adding a Plan

If more than one primary beneficiary is designated, payment will
be made in the percentages designated, or in equal shares, to the
primary beneficiaries who survive you.

A contingent beneficiary is an individual who is entitled to receive
the benefits of your insurance policy if the primary beneficiary dies.

If the primary beneficiaries do not survive you, payment will be made
in the percentages designated or in equal shares to the contingent
beneficiaries who survive you.

Tip: The numbers in each percentage column must
add up to 100%.

REVIEW <<BACK NEXT>>
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AddingaPlan
Enroliment
Alexandra has completed the form so that in the event — 7] &= 6] [*] (2]

of her death, her husband Jonathon will receive 100% Plan Selection  Plan Adjustment  Select Benefiiaries  Flan Sewction  Review Enrclment G
of the life insurance proceeds.

P show CeneralinksVisw P Show PlanTypeOfModayView

If Jonathon is not alive at the time of her death, her

Contingent beneficiaries, her father, her mother, and Select your beneficiaries and contingent beneficiaries for plan NC Flex Life Insurance.
three children will each receive 20% of the life [ Name Relationship | Beneficlary Percentage | Conlingent Peresntage
insurance proceeds. Jonathon Smith | Spouse 100 ]
Roberto Gargia | Father 0 20
NOTE: This is only an example of a distribution of | Beana Garcia Mother 0 20
proceeds. All families have different needs. If you have -
questions about beneficiary designations, please contact John Smith Child 0 2
your HR representative. Kelie Anne Smith | Child 0 20
Jacob Smith Child ] 20

[€ Previous Step | [[Add Plan to Selection |

REVIEW <<BACK NEXT>>
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Adding a Plan

When Alexandra completes the beneficiary

information, she clicks Add Plan to Selection.

REVIEW

Employee Self Service Overview
Lesson 3
Enroliment
[ [ |
— [a] [b] L]
Flan § Flan Adpusiment Select Beneficiaries an 5 eview En n C

P Show Generall nks\View 4 Show PlanTypeQfTodaviiew

Select your beneficiaries and contingent beneficiaries for plan NC Flex Life Insurance.
| Relationship || Beneficiary Percentage || Contingent Percentage |

| Hame

I Jonathon Smith

| Roberto Garcia
Beana Garcia
John Smith

Spouse
Father
Mother
Chid

| Kelie Anne Smith | Chid

| Jacob Smith

Chiid

4| Previous Step I]AddPhnloSelecﬁon

100
0

=S a8 a8 o

0
20
20
20

20
20
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Enrcliment
The first enrollment screen displays again. vl {z] i}
Fan Selection Review Enrolment
This time, it shows the Life Insurance plan that was P Snow Genpratiniview P Show PersOTesva
added.O0O This is your selectson of benefit plans. From this kst, you can sdd, edit or remove plans a3 needed. Whenever you edit a plan, its opd
and zebect invesiments,
However, Alexandra has not yet completed the Selection for NC Flex Annl Envoll
process for adding the Life Insurance plan.000 ::‘mm o Gemells
X i ) " Enrgd
She must click Review Enrollment to continue the Dentat
Change process 7 NG Flex Dental P 17,84 USD Moamiy (Post-Tax) Hatmngl Pycific (et
! Vision
0 NE Fiex Wision Plas T4 USD Monshly (Poat-Tax)  Wimin - (Exam § Waterii) - Expigyes Ooky Spperics (imion )
ADAD
" Enrod
Life Insurance

() NC Flex Life insorance  7.32 USD Monsdy (Pre-Ta) NG Fies Lite Ingurance - Covernge amount 20000000 USD TG (Life
Evidence of nsurabdity required no later Bhae 1242007

" Enrcll
Meaith Care F5A
" Enrgdl

TTri golymn GENtRing SN SOSTIDLHGNE. DEMIT G0 rour IRy Thiselong, g BToLnt e hatw My Oiffer sgritiopntly om the dusl o )
idiPen| [EcaPan| [ResmovePan|
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Adding a Plan

In Step 2, Review Enroliment, she needs to review the benefit plans. Note the Actions column showing the status of the plans. She
is satisfied with them, so she clicks Save.

Enroliment

o Bl

Plan Seleclion Review Enrollment

A summary of your enrollment plans is listed below. If you are satisfied with your selection, submit it to complete the enrolliment process. If you
would like 1o change your selection, go back one step.

Selection for NC Flex Annl Enroll

Plan Costs Actions.
Dental

NC Flex Dental Plan 17.84 USD Monthly (Post-Tax) Unchanged
Vision

NC Flex Vision Plan 7.98 USD Monthly (Post-Tax) Unchanged
Life Insurance

HC Flex Life Insurance 7.32 USD Monthly (Pre-Tax)  Added

—
Thhis celumn contains estimated contributions, based on your salary. Therefore, the amounts shown here may differ significantly from the actual amounts shown on your payd

o) IS8l  [52
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Adding a Plan

The Step 3, Completed, page displays the plan

selections that were saved.

To display or print the new plan confirmation

statement, click the link: Print New Plan
Selections.

REVIEW

Employee Self Service Overview

Enroliment

(2 '- G}
0

Completed

(@ vour plan selections have been saved. I

VWhat do you want 1o do next?

Go to My Bensfes homepace
Go to Emploves Self-Services hol

B nefits Paricipation Overvisw

Print Hew Plan Selections l

Selection for NC Flex Annl Enroll
Pian Costs. Actions.
Dental

NC Flex Dental Plan 17.84 USD Monthly (Post-Tax) Unchanged
Vision

NC Flex \Vision Flan 7.98 USD Monthly (Post.Tax) Unchanged
Life Insurance

HC Fiex Life insurance 7,32 USD Monthly (Pre-Tax)  Added

This colurnn containg estimated contributions, based on your salary. Therefod
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Adding a Plan

When you click the Print New Plan Selections link, a
Benefits Confirmation Statement displays.

If the system gives you an opportunity to print a copy
for your records, you should do so.

REVIEW

——
beacoN

Benefits Confirmation Statement

WTATH CF WORTH CARCLIMA
485 AR, BERVICH CEMTER
RALDMH_ N ITEM- 141

Abewandra Smith Perscanel Ho. 70152164 DARE otuaey
200 M. Blouni 51 Perscanel Area Stade Coniroles
Payroll Area NG Mondhly

Aga 2
RALENGH, HC 37600

Wi o 9yt i Sl Wi En and

et
HEALTH PLANS
NC Flox Dontal Flan
Option

EE pavtan
Indemaity Plan
Enmgphingsr Cenl

NC Flax Wishon Plan

EE gastax 78S
INSURANSE PLANS
NE Flax Lite Insurance Parding E01
Banaficiarios in period (1012000 - 12000000
Jorathon St Spoune -2
AU[K) Savings Plan DANZ00T - 123 5
Contribanions. 426,00 USD Monthly
THERS - Retiremens Plan Curmangy Envolled

Derctt Eams - EPragi b L ko oy £t £yt shiphy e i ot 1 oo, ke chie
: g P b
TRt i s oo S ht o ok HAHT GG o S S, e (onbary o elts 5o Gt a1

B o e yind

00T 12 A
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After viewing form, click X to close form window & return to this page.
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rroliment
When Alexandra exited out of the A = .
system and returned, she viewed P Satactn  Revim Lt
her benefits list again and noticed a .So0u Oaeac vevw b2nem Pucatitsams
note below the coverage amount e o e of b g From 54 4, 808,51 5 RS B 1 e g 2
that said, Evidence of Insurability Sbpetise ot W P Ast Envel
(EOI) required no later than
12/4/2007. ("' NC Flex Life Insurance 7,32 USD Monthly (Pre-Tax)  NC Flex Life nsurac.ce - Eov.erage amount: 20,000.00 USD NG (Life
Evidence of nsurabilty required no later than 12/472007.
If you see such a note, you need \ =
to click on the link to the insurance +
company (ING Life in this example) |l
and you will be redirected to the b T e T T R T

Eoance a1 woles BTy Tarted G W LAY

insurance company’s EOI form.
Complete the vendor’'s medical
questions. It is important to note
that your enrollment may be
suspended until you complete
the EOI questions.

 Errd
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Adding a Plan

Notes regarding Medical Plan selection:

. Employees are not automatically enrolled in a medical plan.O
If you want to enroll in a medical plan, you must select a plan during the enrollment process. Employees are not automatically
enrolled, regardless of cost or coverage. [

Pick a date.
During the enrollment process, you will need to choose from two start dates. You should be sure there is no uninsured time
between any previous coverage and your new coverage. [

Mexdical
" Enwoll Starts on 1142007
" Enroll Starts on 124 /2007

REVIEW <<BACK NEXT>>
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True or False

You need to add a new family member under Family
Member/Dependents in My Personal Data in ESS before you
can add the family member as a beneficiary in My Benefits.

[0 True
|:| False

Submit|| Reset

@ Using your mouse, select the correct answer, then click the Submit button.
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Terminating a Benefits Plan

Next, you will find out how to terminate a benefits plan.

During an annual enrollment period, Alexandra
decided to terminate her employee dental plan
because her husband is adding her to his plan.

REVIEW <<BACK NEXT>>
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Terminating a Benefits Plan [ Lesson3 |

Alexandra selects the My Data (ESS) tab and then My Benefits.
She then selects the NC Flex Annl Enroll link.

l My Bonefits Uil
My Benefits
Adpssimendt Resson Enrolments.
N P Annd fared
gt your benelt seiecions Sureg ™e pened 10510007 .
ikl

Benefits Participation
Eancmates Syveroen
View & 52 0f p8ns I WAKCH yOu Bre Cumeatly enrcled

My Supplemental Savings Plans
A000a g B Saurs Pas
Erend o muae chasges to your 401(k) and Reth 40100 savngs
sasa

457 Sevecs Pary
Ervnd o make cRangen 1o your 457 svegs o
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Terminating a Benefits Plan

Enrclmant
On the Enroliment screen, Step 1, Plan Selection, she — B -
selects the button beside the NC Flex Dental Plan. Pansciecton Rerm i
P Show CecsralinkaView P Show Pasa 0 Moda\ew

Two buttons Edit Plan and Remove Plan display at the This is your sclection of beneft plans. From this kst you can add, edit ar remove plans a3 ned
bottom of the page.[] and solect investments.

Salection for NC Flex Annl Ensoll

Alexandra clicks the Remove Plan button.[ :':','WM —

" Enrca

Dentsl

(¥ NE Flex Dienkal Plan 1784 USD Monthly (Post-Tex)  Dental Low Oplion - Emploves Dok

T

NG Fiax Vision Pigs T.08 5D Wonmely (Post-Tax)  Wigips - (Exgm § Watncal - Erploves Onb

ADRD

" Enrsl

Lifi Insiarance

" Enrcl

' WC Flex Life nsurance  7.32 USD Mossnly (Fre-Tax)  WE Fiex Life Isurance - Coverage amount 20
Evidence of nsuratiity neguired no laier than 1

Depencent Care
" Enrcl
Meaith Care FSA
C Enrct

“This slume soetaing atimated ssatEUtins, Based St piur ialay. TRanslon, S ameunt shown hate =y

[Estman] [Remove Pan I
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Terminating a Benefits Plan Lesson 3

Selection for NC Flex Annl Enrall

The plan is no longer displayed as a current enroliment. B Eosls e
Cancer Plan
=

However, Alexandra has not yet completed the task of M:':'

removing the dental plan. & Enrl

i . sion

Next, she must next click Review Enrollment. " NC Flex Vision Plan 758 USD Menthly (Post-Tax)  Vision
AD&D
" Enrgl

Life Insurance

CEnrel

{7NC Flax Life Insursnce  7.32 USD Menthly (Pre-Tas)  4C Fig
Evide

Dependent Care

" Enral

Health Care F5A

" Enrgll

“This celurmin comaing estimated cortibutions, tased on your sals

AdiPlan| [EdtFias] [RemovePian]
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| Home | Menu | Exit

Employee S
Terminating a Benefits Plan [ Lesson3 |
. . Enroliment
The Review Enrollment page displays.0O
Alexandra notes that the Actions column — [2] B
indicates the dental plan was removed.0 Plan Selection  Review Enrollment nolete
How_everv she knows she must click Save to A summary of your enrollment plans is listed below. If you are satisfied with
continue the update process.
Selection for NC Flex Annl Enroll
Plan Costs Actions
Dental
Enroll NC Flex Dental Plan removed
Vision

NC Flex Vigion Plan  7.98 USD Monthly (Post-Tax) Unchanged

This column centains estimated contributions, based on your salary. Therefore, the ameount

[€ Previous step | [T Save] |
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Terminating a Benefits Plan

The Completed page confirms the plan
selections were saved.

Alexandra clicks Print New Plan Selections.

REVIEW

Employee Self Service Overview

Enrollment

— @

Completed

@ vour plan selections have been saved. |

What do you want to do next?

Go to Benefits Participation Qverview
Go to My Benefits homepage

Go to Employee Self-Services homepage

Print New Plan Selections l
Selection for NC Flex Annl Enroll

Plan Costs Actions
Dental

Enroll NC Flex Dental Plan removed

Vision
HC Flex Vigion Plan 7.98 USD Monthly (Post-Tax) Unchanged

This column eontaing etimated contributions, based on your salary. Therafons, the amoun

<<BACK N= Qg
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Terminating a Benefits Plan Lesson 3

. . E __ STATE F MORTH CARGLINA
Her new Benefits Confirmation Statement b{ P i
B North Carcling

displays. She prints a copy for her records.

Office of e State Controller

Benefits Confirmation Statement

Adesandrn Smah Personnel No. TI152164 DATE 10585007
200 N. Blount 51 Personnel Area State Conroller

Aapt 2 Payroll Area NG Monthiy

L RALEIGH, NC 27501

LAl B i o TS PRSI AT COEIS. PR v T SLSL0R ATty 18 DR s SRS i T
Errntt Slans. CARSGERS B pout 1875 205 stly ba S0 f your sigty SRasges SU8 155 Susbiyng Har o g mak ShARIS

14&! m«Eg-ﬂlm W ipld Rk By G100 M Pt ST pies Bbd Daw. Bladid SEAIBN e Barktls Sudpon Cosied 3t
¥ SNCSEST-AU.

HEA TH BLANS
Indeminity Plan DATIDAT 1IN
Option Irdemty Plan
[Employer Cost 32014 WSO
INC Flex Vision Plan DAO10AT -1 53140
Option Winkon « (Enbm & Mislaviady
[EE powtax 79 U0
INSURANCE PLANS
INEC Fleit Lifi Insarance Panging ECI

Beneficiaries in penod ©1002008 - 1201565

dzmaman tme e 10

RETIREMENT AND SUPP FMENTAL SAVINGS PLANS

S01{K) Savings Plan CUDAr2007 « 120315555
Contribitions 425.00 S0 Moathly

TSERS - Rotirsment Plan Curnenity Envedied
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True or False

If the system gives you the option of printing a confirmation of your
change in benefits for your personal records, you should do so.

O True
[] False

Submit|| Reset

@ Using your mouse, select the correct answer, then click the Submit button.
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;'.Hdme | Menu | Exit Employee Self Service Overview

You have now completed Lesson 3, My Benefits.
You should have learned how to:

. Go to the My Benefits section of ESS
. Display benefits plans

. Make necessary benefit plan changes
during annual enrollment periods

. Access State Health Plan forms

Click the NEXT button below to continue to the next lesson.
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When you complete the My Pay lesson, you should be
able to:

. Display your salary information
. Display total compensation data
. Print your pay stub

[ S

REVIEW <<BACK NEXT>>
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To go to My Pay, you would click the My Data (ESS) tab.

INTEGRITY
7 bencon
TSN North Carolina
Office of the State Controller
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Then you would click the My Pay link.

Overview E’
Employee Self-Service applications provide Nerth Carclina State employees with easy access to infermation and services. This page gives an overview of the
entire offering,
- M My E i arch i fl My Warking Tume

Search for HC Stale employees; find basic information about Record your working times, plan your leave, and display your
——3  colikagues and their position in the State. . time data.

Quick Links Quick Links

Who's Who Recerd Working Tims
2SR v senets Ly Pay
ﬂ-:__f Display the plans in which you are currently enrolizd; enroll in Display your pay stat t or your total tion

5 new beneft plans during the State’s Open Enrolment periods; statement,

access State Heakh Plan forms.

My Parsonal Data
3 Manage your addrésses, direct deposit, and information about
-] famiy members and dependents.

REVIEW <<BACK NEXT>>
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Pay Statements Lesson 4

From this page, you can view your Pay

Statements and your Total Compensation o e My Pay workset
Statements that include total salary i B Saaem M Ll

information plus the value, in employer costs, TetslCametnsaton Statemant .
Warw wour lest tolal comgensatan siatemant, m

of your benefit plans.

My Pay Infermation

To view your pay statements, you would select

Pay Statement. My Pay Information

Pav Statement
View your pay statement(s).
Total Compensation Statement

View your latest total compensation
statement.

REVIEW <<BACK NEXT>>
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. Home | Menu | Exit
[ Pay Statements

To print your statement, you would click on the printer icon

=3

Employee Self Servi

at the top of the screen.

REVIEW

Fay Period. 08/01/2007 through 08/30/2007 Name: EMILEE ORGAIN Personnel No. 70223240
Check Date: 098/28/2007 Organization: 9701-5tate Treasurer
Earnings Deductions Taxes Net Pay | Deductions Current ¥TD
Current: 2,09€.78 - 135.81 - 212.84 = 1,748.30 | # Parking DOA PT 10.00 #0.00
T 19,870.75 - 1,222.27 - 3,792.78 = 13,854.70 | # TSERS EE 125.81 1,132.27
| Earnings Hours current YTID | Total Deductions 135.81 1,222.27
Regular Salary 2,096.75 19,870.7%
Total Earnings 2,096.75 19,870.75
Tax Authority Tax Type Status EiMT AQdlamt cur Tax ¥ID Tax <ur Txpl Earn YID Txpl Earn
Federal Withholding 1,495.05 1,860.94 17,648.4¢
Pederal Social Security 129.38 1,164.41 2,086.7 18,780.75
Federal Medicare ig.2e 272.32 2,086.75 18,780.75
North Carclina Withholding Married o4 53.00 8é62.00 1,960.94 17,648.48
Total Taxes 313 L4 i 743 7a
[ Faynene ATCOUNT I7DS mmmt—rm“ BILENCeE 38 UL 1072572007
WACHOVIA BANK H.A. g08084* Checking 1,748.30 | Vacation £4.81 Hours
Sick 56.00 Hours
Holiday #.00- Hours
Comp Time .00 Hours
community Service 24.00 Hours
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Pay Statements Lesson 4

[ meemes symier e smanen Teiniien TR Tesssari T MRS
The BEACON system will generate pay statements that [P 7 —— v
will look different from the pay statements you have been | =™ ITED i gl
receiving. Information you can expect to see on the NeW  [mca  wew wwes  sops
pay statement includes: BT e ma
R ST,
. Pay Period Beginning and End Dates i .,.I, e o
. Employee Identification Number )
. Regular Salary Tonal Dedcmmisns
. Pre-tax Deductions: deductions that reduce some or all of your
taxable earnings as defined by the IRS and individual state laws
. Post-tax Deductions: voluntary deductions that have no effect on
your taxable earnings
. Individualized W4 Withholding Information e e e
. Taxes Erio. B s i e
. Net Pay — oo v
. Accumulated Leave Balances
- Important Messages = . T P e
fick 1. Hourw
Ealiday M Heurw
Comtuanity sarvios 136 Hourm
@ Click an item in the list to see it on the statement. i 0 T

Click to view a larger image
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To view past pay statements, you would simply click the Paycheck Inquiry Service I
Previous and Next arrows as shown.

NOTE: If you are viewing previous pay statements, the Show Overview
leave quotas do not default back to the quota amounts at
the time of the statement. Leave balances are always

current E revious Salary S!at‘::'rv:n:j [ Next Salary Statement (¥ @]

REVIEW <<BACK N>
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Knowledge Check

True or False

You can change your benefits deductions by clicking My Pay and then Pay
Statement in Employee Self Service (ESS).

[ True
[ False

Submit || Reset
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http://www.beacon.nc.gov/training/wbt/course/es200/course/es200/lessons/pay/pay007.html


obauman
Rectangle


—

@ bracon
WISSRRN Mol Caroling
Office of the ‘|":|||: Controller

;'.Hdme | Menu | Exit Employee Self Service Overview

You have completed the My Pay lesson. You should have learned
how to:

. Display your salary information
. Display total compensation data
. Print your pay stub

Click the NEXT button below to continue to the next lesson.
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Lesson 5: Finding Help

When you complete the Finding Help lesson, you should
be able to:

. Find the support you need in using Employee Self
Service

[ —S—
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Lesson 5: Finding Help

If you need help using Employee Self Service (ESS) in BEACON, feel free to use these resources:

For general ESS questions and questions about benefits and pay, contact your local agency HR benefits representative.

For questions about the how to use ESS, contact BEST * Shared Services:

. Phone, Raleigh Area: 919-707-0707

. Phone, Statewide: 866-NCBEST4U (866-622-3784)
. E-mail: best@ncosc.net

. Web Site: http://www.ncosc.net/BEST

Also: BEACON University http://www.beacon.nc.gov, Click “Training.” Job Aids: http://help.mybeacon.nc.gov/beaconhelp

Tip: Print this page so that you have the information easily available should you ever need it.

*BEST stands for BEACON Enterprise Support Team

REVIEW <<BACK NEXT>>
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You have now completed the Finding Help lesson. You
should have learned how to:

. Find the support you need in using Employee Self
Service

A== <<BACK NEXT>>
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You have completed the Employee Self Service Overview
course.

You should have learned how to:

. Log on and navigate ESS

. Perform a My Employee Search to find State of NC State
employees

. Use My Benefits to display benefits plans, perform annual
enrollment, and access State Health plan forms
Use My Personal Data to maintain your address, bank
information, and family member data

. Use My Pay to display salary, display total compensation
data, print pay stubs, and maintain tax data

. Find resources to help you answer your ESS-related
questions.

REVIEW <<BACK NEXT>>
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Use the following simulations to practice using ESS to monitor your Leave _

Quotas and record your Working Time. Click the link below to access and Home
launch the simulations in a new window. When you have finished the Soarch ESS and M3S : By Functional Area
simulations, close the browser window to return to this screen. are
Group by: !ESS Demonstration
Go to the ESS and MSS folder in BEACON Help at [Funcional Area v .ELDW"Q On to the BEACON Employee Portal
. 55 - My Benefits
http://help.mybeacon.nc.gov/beaconhelp/TOCA4.html @ genefits Enroliment
Eﬁeneﬁls Participation Overview
Then, click on the following, as illustrated on the screen on the right: Bpisplay State Health Plan Forms
) . ESS - Benefits Enrollment
ESS My Benefits T
= ESS - Benefits Enrollment Eoisplay Pay Statement
This is used when an event occurs that makes the employee eligible to enroll EDispla\r Total Compensation Statement

or change their benefits plan. Bless. Pymt - Pay Statement I
ESS - My Pay

= ESS - Pymt - Pay Statement JESS'E:"" Personal Data
) ) ) . Display Work Communications Data
Employees can use this service to display their current or past pay

. . ®ess - Personal Data - Addresses I
statements. The pay statements are displayed in Adobe PDF format and can B iainiaim Bank Dataile

be printed or saved as a PDF document. Buaintain Family Member and Dependents Data
ESS - My Personal Data @maintain Personal Addresses
= ESS - Personal Data - Addresses  Emainain Tax Withholding Information

ESS enables employees to perform their own administrative tasks in support
of life and work events.

Select Demonstration to watch a process being performed or Interactive
to practice the process yourself.

Note: The Resite Simulation Player is required to view the supplemental
simulations. If you cannot view the simulations, you can download the
player directly by clicking the link below. You may need assistance from
your IT support group to install the file.

Resite Simulation Player

REVIEW <<BACK NEXT>>
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| Home | Menu | Exit

Congratulations!
B 2 |

You have completed the Employee Self Service Overview course.
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. Home | Menu | Exit Employee Self Service Overview

After completing the course, you may use this menu to go directly to any topics you would like to review. To return to this menu, click the REVIEW button at the
bottom of any course screen. If you have not yet completed the full course, click the BACK button below to return to the course.

Note: Set your Screen Resolution to 1024 X 768 and use Full Screen View. [Instructions]

Lesson 1: Getting Started
@ Introduction @ Logging In @ Employee Search @ Logging Off
Lesson 2: My Personal Data

@ Accessing My Personal Data @ Overview of Functions

@ Changing Your Work Email &

h ing Y A
@C anging Your Address Phone

DOLGIOTY @ Maintaining or Changing Bank Info @ Adding Additional Banks
_.-——--N

,':.:’( bEACON a Maintaining Family & Dependent @ Changing Your Tax Withholding
o Nl‘rli1 (:arolinﬂ
e 5 . esson 3: My Benefits
Office of the State Controller e L B

@Accessing My Benefits Section @ Checking Your Enroliments
I @ Making Changes to Your Plans @ Life Event Change Example

@ Completing Health Plan Forms @Adding a Benefit Plan

@ Purchasing Life Insurance @ Selecting Beneficiaries

@ Medical Plan Dates and Coverage @Terminating a Benefit Plan

Lesson 4: My Pay

@ Accessing My Pay Section @ Pay or Total Compensation Options @ Understanding Your Pay Statement @Accessing Past Statements
Lesson 5: Finding Help
@ Resources
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