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     Quick Reference Card 
 View Benefits Participation Details 

 

ESS – View Benefits Participation 
 
Employee Self Service (ESS) is available to all faculty, staff, and student employees.  Tasks 
available in ESS include view benefits participation details. 
 

• Once logged into Portal, click the Employee Self Service tab (A). 
 

 
 
• Click Benefits and Payment tab (B). 
• Click Participation Overview (C). 
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• The benefits plans will display as of the current date.  The radio button for Dental is 
the default selection. 

• To view details of other benefit plans: medical, group term life, retirement, etc., click 
the radio button below the benefit plan to view (D). 

• Click the link to the right of the benefit plan to access the Web site of the benefits 
provider (E). 

 

 
 
• Click Show Participation Details (F). 
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• The details for the plan selected are displayed (G). 
 

 
 
• Click Show Benefits General Links to display links for general benefits information (I). 
 

 
 
• The Benefits General Links are displayed (I). 
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• Click Back to return to the plan selection screen (J). 
• Click Exit to return to the Benefits and Payment screen (K). 
 

 
 
 

Virtual Private Network (VPN) will need to be installed on an off campus computer to access 
ESS.  Directions for installing and using VPN are available on the IT Web site:  
http://it.nku.edu/auth.asp.  The Help Desk is available to answer questions related to VPN. 
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