Submit a Benefits Question on
ServiceNow Portal

This document shows you how to submit a Benefits question through the ServiceNow
portal for all employees.

1 Navigate to https:/uncsys.service-now.com/ubaand Click "Have a Benefits
question?”
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When you click on the Benefits Question or Knowledge Base you will get a dialog box to sign in. Please

click USE EXTERNAL LOGIN and sign on with your Single Sign On credentials (applies for all employees -
both UNC SO & Institution employees)
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2 Click on the drop down to select whether you are a UNC System Office employee
(PBS & NCSEAA included) or from an Institution.
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3 For the purposes of this example, we have selected Institution. You will be able to
then look up your name as shown below in the next step.
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For the purposes of this example, we have created a Test account. In the example
below, we have looked up Matt Test and the resulting First and Last Name show
up to be selected.
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Description

Once your name is selected, the system will pre-populate the Institution & Email
information. Please enter the best phone number for the Benefits team to be able
to reach you for a call if needed. Please note: if your email & institution
information does not pre-populate, then please email your benefits question
tobenefits@northcarolina.edu and a case will be created for you.
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Navigate to the Category drop-down and select the category that best matches
your inquiry.
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Navigate to the Subcategory drop-down and select the subcategory menu option
that best captures the topic of your question.
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8  Click the "Short Description" field enter in a short high-level description.
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9  Click the "Description" field and enter in further details.
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10 If you have any pertinent attachments to add, then please click Add Attachments.
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11 Once you have attached documents as needed, you can close the pop-up window.
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Copy and paste clipboard files here.




12 Click "Submit” once all details are filled out.
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13 Once you click Submit - you will see your new case created here. You can click on
the Requests link above to be able to see all your case Requests as shown in the
next step. You will also receive an email confirmation with your case number and
a link to the ServiceNow portal.
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14 Click "All Requests"
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Click "My Cases items" to see all the cases you have submitted and the statuses of
15 them all.
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In conclusion: Once a case is submitted via the ServiceNow portal, you will receive
an email confirmation of your case with a link to your case in the ServiceNow
portal. You will receive communications on your case within the portal as well as
your email. Therefore, you can access any current or previous cases via the
ServiceNow portal or the email thread. If you have any issues submitting a case,
please contact the Benefits Service Center: 919-445-1352.
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