
ESS - Reviewing Pending Actions & Uploading Documents

1. Select Me to display your 
employee functions

2. Click Benefits
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3. Click Pending Actions

Note: After you submit your benefit 
selections, be sure to check your 
Pending Actions 

Note: Pending Actions will indicate if 
you need to provide any supporting 
documents that are required to 
finalize your enrollment
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Note: In this example, the employee 
needs to upload a Birth Certificate for 
Sia Stark

4. Click the back arrow to return to 
your Benefits page
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5. Click Document Records
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6. Click Add
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7. Enter all the necessary document 
details

8. Drag or upload the required 
attachment

9. Click Submit
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Note: The uploaded document is 
displayed

10. Click the back arrow to return to 
the Benefits page
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11. Click Pending Actions

Note: The action will remain pending 
until Benefits receives the 
documentation and marks the action 
as complete

End of Procedure


