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ESS – New Hire Benefits Enrollment 
 
Location(s):   
 

Employee Self Service 
 
Purpose:  Benefits Enrollment for new hires provides the opportunity to enroll in health care, life 
insurance, and flexible spending benefits for the current calendar year. 
 
You can enroll either on or off campus.  Virtual Private Network (VPN) is not necessary to access ESS. 

SAP often uses pop-up windows to display messages.  You will need to make sure that your internet 
browser is set up to allow pop-up windows. The Service Center is available to answer questions related 
to off campus use or pop-ups at x6911. 
 
1. Log into myNKU 

a. https://myNKU.nku.edu/irj/portal 
2. Select the Employee Self Service tab. 
 
Selecting Your Benefits 
 
3. Click Benefits and Payment tab. 
4. Click the HIRE link. 

 

  

https://mynku.nku.edu/irj/portal
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5. Select the radio button of the Benefit to enroll 
6. Click Add Plan 

 

 
 

7. Select plan options by clicking the box to the left to highlinght the desired row 
8. Click Select Dependents (even if choosing Employee only coverage) 

 

You may need to scroll to 

the bottom of the page to 

see the Add Plan button. 
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9. Designate covered dependents by clicking in the approrpriate box(es). 
 
Note:  If you have dependents and want to enroll them in coverage but do not see them listed, then you 
need to add them to your record first.  Click here for instructions on adding dependents to your record. 

 

 
 

10. Click Add Plan to Selection 
 

 
 

11. The selection is then reflected under Remarks. 
 

 

12. Review of the information selected. 
 

 

Click here to review. 

http://mynkuhelp.nku.edu/content/dam/mynkuhelp/docs/hcm/QRC_HR_ESS_ChangeFamily_Dependents.pdf
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Optional Life Insurance example 

Short Term Disability example 

Health Savings Account example 

Optional Life Insurance example 
 
1. Select Optional Life 
2. Click Add Plan 
 

 
 
3. Select the appropriate option. 
4. Click Select Beneficiaries. 
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5. Apply the Beneficiary Percentage and Contingent Percentage. 
6. Click Add Plan to Selection. 
 

 
 

Short Term Disability example 
 
1. Select Short Term Disability. 
2. Click Add Plan. 
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3. Enter number of units. 
4. Click Recalculate. 
 
Note:  If you input a number of units greater than what is available to you, the system will reduce the 
units to the highest number available.  Please see the example below. 
 

 
 
5. Click Add plan to Selection. 

 
 
 

Input 10 additional 

units.  Click 

Recalculate. 

5 defaults as the 

maximum number of 

units 
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Health Savings Account example 
 
1. Select FSA Health. 
2. Click Add Plan. 
 

 
 
3. Select the Offer for FSA Health. 
4. Enter the Contribution Amount. 
5. Click Add Plan to Selection. 
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Note for DLIF: After you click Select Beneficiaries, your name will come up as a beneficiary. Click in the 
Beneficiary Percentage box and input 100% because this is coverage on your dependents.  Then click 
Add Plan to Selection.  
 

 

 

To Edit or Remove a Plan 

6. Select the radio button and click the appropriate button 

 

Enter 100 for 

Beneficiary 

Percentage. 
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Save Enrollment 

7. After benefit selection is complete for all coverage options click Review Enrollment. 
 

 
 

8. Click Previous Step if information needs to be altered or click Save if information is accurate. 
 

 

9. If needed, click Print New Plan Selections 
 

 
 
Your benefit enrollment is now complete.  Be sure to log off of myNKU to ensure all effort is 
saved! 
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