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Overview	
Benefitfocus	is	the	State	Health	Plan’s	enrollment	and	eligibility	vendor,	which	maintains	and	manages	the	
eBenefits	system.	This	guide	walks	you	through	how	to	use	their	new	app	to	access	eBenefits.		

	

With	the	BENEFITFOCUS®	App,	you	can	manage	your	benefits	and	personal	information	anytime,	anywhere	from	
your	personal	mobile	device.	Designed	for	iOS®	and	Android™,	the	App	provides	instant,	secure	access	to	the	tools	
and	information	you	need.	

For	assistance	please	contact	the	State	Health	Plan	Eligibility	and	Enrollment	line:	855-859-0966.		

Installation	

Installing	the	Benefitfocus	App	
To	get	started	with	the	Benefitfocus	App,	first	download	and	install:	

1. Using	the	mobile	device	of	your	choice	connected	with	internet	access,	navigate	to	the	Google	Play™	
store	for	Android™	devices	or	the	App	Store®	for	Apple®	devices.	

2. Search	for	the	Benefitfocus	App.	

	
3. Select	to	download	and	install	the	app.	
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	Access	

Accessing	the	Benefitfocus	App	
To	access	the	Benefitfocus	App,	you	will	need:	

• Company	ID	–	This	only	needs	to	be	entered	once	to	activate	the	App	on	your	device.	The	State	Health	
Plan	of	North	Carolina’s	Universal	Access	ID	is	“SHP.”		

		

	

To	start	using	the	App,	complete	the	following	steps:	
1. Select	Open	when	the	app	is	done	installing	or	locate	the	Benefitfocus	App	in	your	list	of	apps	and	tap	the	

icon	to	launch.	
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2. (First	time	only)	Read	the	terms	of	service	and	tap	Accept	Terms	of	Use	if	you	agree	to	the	terms	of	
service.	(You	must	agree	to	the	terms	of	use	to	continue.)	

	
3. (First	time	only)	Enter	your	Company	ID	and	tap	Next.	Company	ID	is	SHP	

	
4. (First	time	only,	Optional)	Grant	permission	to	access	media	files	and/or	pictures	on	your	device.	This	

enables	you	to	upload	files,	such	as	required	eligibility	documentation.	
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Logging	In	
You	will	select	the	“My	Portal”	button	towards	the	middle	of	the	screen	and	then	select	SHP-UNC	CHAPEL	
HILL	form	the	drop-down	menu.		You	will	be	redirected	to	the	single	sign	on	login	page.	Enter	your	ONYEN	
and	password	to	log	in.		

	

Please	select	SHP-UNC	CHAPEL	HILL	from	the	My	Portal	drop	down	menu.	
You	will	not	be	able	to	log	in	under	a	different	group.	
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5. You	will	arrive	on	the	Benefitfocus	App	home	page	upon	successful	login.	

	

Navigating	the	Mobile	App	

Navigating	the	Benefitfocus	App	
When	you	first	access	the	app,	you	will	arrive	on	the	home	page	to	a	personalized	greeting.	The	home	page	
highlights	items	that	may	need	attention	as	well	as	gives	a	quick	overview	and	access	to	important	benefits	and	
compensation	information.		

Managing	Documents	
With	the	Benefitfocus	App,	you	can	upload	benefit-related	documents	using	your	mobile	device	and	the	document	
will	automatically	synchronize	with	Document	Center,	and	you	can	also	manage	documentation	requests	through	
your	mobile	device:	

• Upload	and	submit	images	of	benefit	eligibility	documents	as	required	by	your	employer	for	dependent	
verification	or	for	certain	life	events	(such	as	a	birth	or	marriage	certificates).	Images	uploaded	via	the	app	
are	accessible	in	Benefitfocus	App	Documents	section	and	within	the	Marketplace	Document	Center.	

• Associate	existing	images	or	documents	with	documentation	requests.	

• Receive	document-related	tasks	on	the	home	page	including:	

o Life	Event	Document	Request:	A	Document	Center	request	awaiting	upload	of	documentation	to	
verify	the	associated	life	event.	For	example,	if	you	updated	benefits	due	to	marriage,	you	may	be	
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required	to	upload	your	marriage	certificate.	You	can	tap	the	task	item	and	upload	an	image	of	the	
required	documentation	to	satisfy	the	request.	

o Dependent	Verification	Document	Request:	A	Document	Center	request	awaiting	upload	of	
documentation	to	verify	a	covered	dependent.	For	example,	a	birth	certificate	may	be	required	when	
adding	a	child	to	your	benefits.	You	can	tap	the	task	item	and	upload	an	image	of	the	required	
documentation	to	satisfy	the	request.	

o Pending	Document:	A	Document	Center	request	Pending	Approval.	This	means	a	document	has	been	
uploaded	and	associated	with	the	request.	The	documentation	must	be	review	by	your	Benefits	
Administrator	to	verify	it	satisfies	the	request.	You	can	tap	the	task	to	review	or	edit.	

o Denied	Document:	A	Document	Center	request	which	has	been	Denied	by	your	Benefits	
Administrator.	A	document	may	be	denied,	for	example,	if	it	is	illegible	or	if	it	is	the	wrong	type	of	
document.	This	task	requires	the	upload	of	a	new	document.	You	can	tap	the	task	to	submit	a	new	
document	image.	

• Receive	notifications	regarding	document	requests	status	such	as	when	document	requests	are	approved	
or	denied,	or	requests	are	awaiting	upload	of	documentation.	(You	can	enable	or	disable	these	
notifications	by	adjusting	the	Push	Notifications	option	on	the	Settings	page.)	

Adding	New	Documents	
1. Log	into	the	Benefitfocus	App.	

2. Tap	the	menu	icon	to	access	the	slide-out	navigation	menu.	

	

3. Tap	the	Documents	link.	

	
4. Tap	the	plus	sign	at	the	top	of	the	screen	to	add	a	new	document.	

	
5. Tap	and	enter	a	descriptive	name	for	the	document	in	the	Enter	Document	Name	field.	
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6. Tap	the	plus	icon	on	the	center	of	the	page	to	either	take	a	new	picture	or	to	select	an	existing	image	
from	the	device.	

7. Select	a	category	for	the	document.	

8. Associate	the	document	with	a	specific	person.	

	

9. Tap	Add	Document.	The	document	is	saved	and	you	are	returned	to	the	Documents	page.	

Reviewing/Editing	Existing	Documents	
1. Log	into	the	Benefitfocus	App.	

2. Tap	the	menu	icon	to	access	the	slide-out	navigation	menu.	

	

3. Tap	the	Documents	link.	
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4. Tap	the	name	of	the	document	you	want	to	review.	

	

5. Review	the	document	details	and	view	the	image	on	the	Document	Details	page.	You	can:	

a. Tap	the	image	to	expand	and	view.	

b. Edit	the	Document	Name	by	tapping	the	name	and	entering	a	new	value.	

c. Replace	the	image	by	tapping	the	X	icon	to	delete	the	current	image	and	load	a	new	one.	

d. Select	a	new	category	for	the	document	by	selecting	the	Category	item.	

	

6. Select	Save	Document	at	the	bottom	of	the	page	to	save	any	changes	or	select	the	back	button	at	the	top	
of	the	page	to	return	to	the	previous	page	without	saving	any	changes.	

Deleting	Documents	
1. Log	into	the	Benefitfocus	App.	

2. Tap	the	menu	icon	to	access	the	slide-out	navigation	menu.	
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3. Tap	the	Documents	link.	

	

4. Tap	the	name	of	the	document	you	want	to	delete.	

	

5. Tap	Delete	Document	at	the	bottom	of	the	screen.	
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6. Tap	Yes	on	the	confirmation	message	to	delete	the	document.	You	are	returned	to	the	Documents	page.	

	

		
From	most	pages,	you	will	also	have	access	to	a	Navigation	Menu.	To	navigate	to	another	page,	complete	the	
following	steps.	

1. Tap	the	menu	icon	(sometimes	referred	to	as	a	hamburger	menu)	in	the	upper	left	corner	to	access	the	
slide-out	navigation	menu.	

	

2. Tap	any	of	the	menu	items	to	see	more	information.	

	

3. Tap	the	back	icon	in	the	top,	left	corner	of	the	page	to	return	to	the	previous	page.	

	

Logging	Out	
To	log	out,	tap	the	menu	icon	in	the	upper	left	corner	to	access	the	slide-out	navigation	menu,	then	tap	Log	Out.	
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To	protect	your	information,	the	App	will	log	you	out	automatically	after	5	minutes	of	idle	time.	You	will	receive	a	
warning	30	seconds	prior	to	being	logged	out.	

	

	

Benefits	Management	

	

You	may	be	restricted	from	making	certain	updates,	such	as	changing	or	canceling	a	plan,	
if	you	are	not	in	a	designated	enrollment	period	or	do	not	have	a	qualifying	life	event.	
	

Please	see	below	for	a	sample	workflow	for	NC	State	Health	Plan	members.		These	screenshots	below	show	what	a	
member	will	see	when	logging	to	change/add	a	dependent	due	to	the	Qualifying	Life	Event,	“Birth.”	

	
After	logging	in,	Click	manage	my	Benefits	

	
	

	You	will	be	directed	to	the	Home	page.	Click	Get	Started	to	update	the	enrollment:	
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You	will	need	to	scroll	down	on	the	Home	Page	to	see	the	full	page:	

	
Use	the	drop	down	to	select	the	Reason	for	the	change	and	enter	the	date	of	the	life	event:	
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For	this	example,	the	Reason	is	“Birth.”		You	must	also	include	the	date	of	the	life	event	and	click	Next:	

	



	

Copyright	2018	Benefitfocus.com,	Inc.	|	Confidential	and	Proprietary	 16	

IMPORTANT	NOTICE:		A	reminder	regarding	documentation	requirements	will	pop	up	when	adding	a	dependent:	

	
	

Tap	to	select	to	which	benefits	to	apply	the	Qualifying	Life	Event:	
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Scroll	down	and	click	edit	coverage:	

	

Choose	to	add	a	dependent:	
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Scroll	down	to	click	Next:	

	

Add	new	dependent	demographic	information	on	this	screen:	
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Sample	dependent	info	below:	

	
Scroll	down	and	use	the	drop	down	menu	to	select	the	appropriate	relationship	and	click	Save:	
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The	dependent	has	been	successfully	added!		Click	Next:	

	
	

After	the	dependent	is	successfully	added,	you	will	be	redirected	to	summary	page:	
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Scroll	down	and	Click	Next:	

	
The	next	step	is	to	complete	the	Tobacco	Attestation:	
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Scroll	down	to	make	a	selection	and	Click	next:	
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At	this	step,	it	is	IMPORTANT	to	either	apply	existing	PCP	to	your	dependent,	or	click	“Search”	to	select	a	new	PCP,	
or	click	Next	to	skip	selecting	a	PCP.	
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Once	you	complete	the	PCP	selection,	you	will	be	required	to	answer	questions	about	any	additional	insurance	
available	for	you	or	your	dependent(s):	

	
Once	you	this	section	is	completed,	scroll	down	and	Click	Next:	
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Almost	done!	Next,	review	the	Medical	summary	screen	to	ensure	that	changes	are	correct	and	click	Save	
Changes:	
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SUCCESS!		Confirmation	screen	will	display	the	saved	changes:	

	

The	final	step	is	to	add	required	documentation	and	click	Save	to	return	to	home	page:	

	


