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The purpose of this business process procedure is to explain how to display an overview of your enrollment in 
various benefit plans. 

Trigger: 

Use this document to display benefit plan enrollments for a specified period, as well as access a printable 
Confirmation Statement summarizing your benefits in the Integrated HR/Payroll System. 

Business Process Procedure Overview: 

The Participation Overview service is part of the My Benefits section in ESS. Employees can use this 
service to see what benefit plans they are enrolled in for a specified period and the plan details.  It will not 
reflect your enrollment in plans specific to your agency.  For more information on agency-specific plans, 
contact your local HR office. 

Display Participation Overview – Employees can view enrolled plans, dependents, and plan 
costs. 

Print Confirmation Statement – Employees can view and save a PDF document summarizing 
their benefits as of a specific date. 

 

 

Display Participation Overview 

1. From the Integrated HR/Payroll System Home Page, click the  tab. 
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2. Click My Benefits. 

 

3. The My Benefits screen will be displayed.  Click Participation Overview. 
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4. The Participation Overview screen will show the benefit plans as of the current date.  To view a different 

date, change the “as of” date at the top of the Participation Overview screen and click . 
NOTE:  Changes made in eBenefits to your medical or NCFlex plan may take several days to reflect on 
Participation Overview due to the type of request being processed. 

 

NOTE:  Click  to display a page with links to various employee benefit pages, 
including State Health Plan, NC Flex, and Supplemental Savings Plans. 

5. To view participation details regarding the selected plans, select the radio button to the left of the 

desired plan and click . 

  

NOTE:   Click the link to the right of the desired plan to view more detailed information regarding each 
benefits plan. 
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6. The details of the plan selected will be displayed which include Participation Period, Plan Option, 

Dependent Coverage, and Employee Cost (if applicable).  When you are finished, click  to return to 
the Participation Overview Screen. 

  

Print Confirmation Statement  

1. From the Participation Overview screen access your Benefits Confirmation Statement, which is a 
summary of your benefit plans.  To view your confirmation statement, click the link entitled, Print 
Confirmation Form:  All Plans. 
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2. Your Confirmation Statement will be displayed in PDF format.  Right-click on the Confirmation Statement 
and select Print. 

 

3. A Print menu will be displayed.  Click Print. 
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Additional  Resources 

If you have questions, or require additional assistance, contact BEST Shared Services: 

Phone (Raleigh Area) (919) 707-0707 
Phone (Toll Free) (866) 622-3784 
Email: BEST@osc.nc.gov 

OSC Training website: 

https://www.osc.nc.gov/state-agency-resources/training 
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