
How To Enroll In Open Enrollment 

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 Enrollment.” 
 

 
 

Step 2: Click on the large “Start Enrollment” square. 
 

 
 

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.” 
 

 



Step 4: Confirm Dependents/Beneficiaries information and update/add additional if needed.  When finished, click 
“Save and Next.” 
 

 
 
Step 5: As you move through each section of the enrollment 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. 
 

 
 

 Plan Information dropdown opens the plan summary file to learn more about that particular plan 

 



 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. 

     
 
Step 6: Once you have completed your selections, you will then review your enrollment.  

 
 

 If you need to make additional changes you will use the sidebar menu to select the appropriate plan and edit. 

 



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

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

 
 
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 enrollment selections.  
 

 
 
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 Enrollment.” 
 

 
 
Step 2: Click on the plan that you would like to change and edit the information. 
 

 



Step 3: Click on the plan that you would like to change and edit the information.  Once you changed the information 
then click “Enroll.”   

 
 
Step 4: Click “Finalize 
 

 

 
 
 

Step 5: Click on “Sign and Submit” button. 

 
 
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.  
 

 
 
 


