
Instructional Guidance for Employee Self‐Service 

1 

  
 

How to Print a Benefits Confirmation Statement 
 

 
Follow the instructions to print a confirmation statement for your Cost Share Benefits or Retirement Plan elections.  You 
may print this confirmation of your benefit enrollment elections at any time of the year in Employee Self-Service.    
 

1. Click on the CSU EMPLOYEE SELF-SERVICE responsibility to expand the menu. Click CSU Benefits and select 
the CSU Cost Share plan or Retirement Program and then click Next. 
 
 

 
 
 
 

2.  The CSU Benefits page displays two tabs to select from.  Select the Current Benefits tab and click on 
Confirmation Statement. 
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3.  Enter the date you wish to obtain a Confirmation Statement for by entering the date (01-Jan-2015) or use the 

calendar option. Then click on the magnifying glass and click Go.  
 
 

 
 
 
 
 
4.   Next click on the CSU Benefits Plan (Cost Share) or Retirement Program to request for the system to create your 

Confirmation Statement.  Enter Select to proceed.  
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5.  After you select the benefit plan program you wish to see, the following page will display. Click Next to continue. 
This will bring you to Step 2 of 3, click Next again.  

  

 
 
 
6.  The following page displays after you complete Step 2 of 3.  Please click Submit.    
 

 
 
7.  Your Employee Self-Service request is now being created by the system.  Next, select OK. 
 
 

 
 

 
8.  To open a pdf of your Confirmation Statement, click Output.  
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Congratulations - you have completed creating your Confirmation Statement.  Please know you may print confirmation 
statements for Cost Share insurance elections as well as your Retirement Plan election by following this process in 
Employee Self-Service.  The date you enter will generate the data you request.  If you are looking for information tied to a 
specific date, enter the appropriate date you wish to see on the Confirmation Statement.  
 
An example for the Cost Share Program is displayed below.   
 

 

 


