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EBS Enrollment Transaction Guide 
Securely initiate individual enrollment transactions in EBS for new hires. By selecting the MyBenefits 
Enrollment option, new hires can complete their insurance elections online and upload any required 
supporting documentation. Direct new hires to peba.sc.gov/new-employees. To assist with the online 
election process, provide the Insurance Enrollment Guide for New Hires flyer. 

Step 1: Select the Enroll action under Manage Subscribers. You can also select Manage under the left 
navigation menu and enter a Social Security number to enroll an employee. 

 

Step 2: Enter the new hire SSN and select MyBenefits Enrollment.  

Before selecting EBS Enrollment, you should have written documentation from the new hire of their 
insurance elections. Enter the elections on behalf of the employee, then either apply the transaction to 
MyBenefits for the employee to review and approve their elections, upload any required supporting 
documents and electronically sign; or apply the transaction to Current EBS (requires the signed signature 
page be uploaded or mailed to PEBA).  

  

Step 3: Enter the required data for the employee and select Apply. 

 

 

http://www.peba.sc.gov/new-employees
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When you select Apply, an enrollment email is sent to the employee. Using the Make your insurance 
elections link in the email, the employee can complete their new hire elections through MyBenefits and 
upload any required supporting documents.   

A suspense transaction (Pending Subscriber Enrollment) is available in EBS under the Suspended tab.  

You can also view the suspense transaction in EBS under Inquiry -> Suspense Inquiry (Status = N).   

 

Step 4: Monitor the Approval tab in EBS for the completed employee elections (Pending Employer 
Approval). Select the transaction, then Continue, to review and finally approve the transaction to submit 
to PEBA for processing.  

  

Step 5: If the employee elected a flexible spending account, you must also enter the total annual pay 
periods for the employee. Select the annual pay periods from the dropdown box. 

 

Step 6: If supporting documents are required, you can add the documents and upload them on behalf of 
the employee before approving the transaction. If the employee uploaded the required supporting 
documents, view the documents to confirm accuracy and legibility. Notify the employee if additional 
documents are needed. If all required supporting documents are uploaded, mail nothing to PEBA.  
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Step 7: Select Approve to submit the transaction to PEBA for processing. 
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