How To Enroll In Open Enroliment

The following steps should be followed after you have successfully logged into Paycom. If you have not yet logged
into Paycom and/or have problems getting into the system, please contact Maria Nguyen in Human Resources.

Step 1: Click on the “bell” icon on the right side of your home screen to get to the Notifications Center, click on the
current year “20XX Benefits Enroliment.”
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Step 2: Click on the large “Start Enrollment” square.

2019 Benefit Enrollment

You have 25 days to complete enroliment.

Hello

Here are tips for enroliment.

Make sure you have all dependent and beneficiary information necessary. If you have not entered
dependents before, you will need their social security number and date of birth.

To get started, click Start Enrollment.

You also can choose an enrollment section in the progress bar to jump to that particular section.

CANCEL START ENROLLMENT

Step 3: Please verify your contact Information. If you need to update your contact information then click on the
“Update Contact Information” button and follow the prompts. If no changes needed, click “Next.”
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Step 4: Confirm Dependents/Beneficiaries information and update/add additional if needed. When finished, click
“Save and Next.”
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Step 5: As you move through each section of the enrolilment process, please either verify your current plan elections,

decline or enroll in a benefit from each category. Once enrolled, you will see a green check mark next to the plan. A
declined plan will have a red x next to it.
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Plan Information dropdown opens the plan summary file to learn more about that particular plan

Ao H3A oo

O

O Employee and Spouse - $185.00
) Employee and Child(ren) - $132.00
@& Employee and Family - $307.00
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e To change plans, click in the large white box next to the plan name to add a check mark and it will bring you to a page
to select your desired coverage level. Once you have selected your coverage level, click “Enroll.” Then click the “Next
Step” button to proceed. This will continue through the wizard or again, you can use the sidebar menu to skip
through benefits.

mAnthem HMO PLAN DOCUMENTS

O Employee and Child(ren) - $160.00
(O Employee and Family - $352.00
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Step 6: Once you have completed your selections, you will then review your enroliment.

" Vision $5.00
+ Core Dependent Life $0.00
+ Core Life Insurance $0.00
Voluntary LifefAD&D Employee $0.00
+ Long Term Disability 50.00

REVIEW | FINALIZE

e |f you need to make additional changes you will use the sidebar menu to select the appropriate plan and edit.

Review and Finalize
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Step 7: When you are finished you will click on the “Finalize” button.

REVIEW FINALIZE |

Step 8: Click on “Sign and Submit” button.

Enrollment Submission X
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Step 9: You will then be brought to the View Detailed Enrollment page. Click on the “print icon” to receive a printout
of your 2019 enroliment selections.

Review

View Detailed Enrollment

® Congratulations! Your enrollment is complete. Below is a recap of your elections including who will be covered under each benefit plan
and your named beneficiaries.
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How To Make Changes Once You Have Approved - If you decide you need to make changes, you still have the option to
do so until December 3, 2019 at 10 pm.

Step 1: Click on the “bell” icon on the right side of your home screen to get to the Notifications Center, click on the
“2019 Benefits Enroliment.”
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Step 2: Click on the plan that you would like to change and edit the information.

2019 Benefit Enrollment

2019 Benefit

You have 25 days to complete enrollment. Enrollment
Hello $1459.94
Here are tips for enrollment. Total Cost

Per Pay Period
Make sure you have all dependent and beneficiary information necessary. If
you have not entered dependents before, you will need their social security

number and date of birth. + Contact Information
To get started, click Start Enrollment. + Dependents and
Beneficiaries

You also can choose an enrollment section in the progress bar to jump to that
particular section.
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Step 3: Click on the plan that you would like to change and edit the information. Once you changed the information
then click “Enroll.”
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Step 4: Click “Finalize

Review and Finalize

View Detailed Enrollment

@ If you are satisfied with your enrollment , click Finalize then Sign and
Submit to complete enroliment.
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Step 5: Click on “Sign and Submit” button.

Enrollment Submission X

CANCEL IGN AND SUBMIT

Step 6: You will then be brought to the View Detailed Enrollment page. Click on the “print icon” to receive a printout
of your updated 2019 enrollment selections.

Review

View Detailed Enrollment

@ Congratulations! Your enroliment is complete. Below is a recap of your elections including who will be covered under each benefit plan
and your named beneficiaries.
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