Log in to Paycom.



Go to the Benefits tab and choose “Qualifying Events”.




Choose “Add Qualifying Event”.



Choose “Event Date” (any changes you make to your
benefits will be effective the 1% of the month following
the Event Date).

Choose “Choose Qualifying Event Type”

You may also optionally enter an “Event Note” or attach
documentation.



Choose “Add Qualifying Event”



You should now be able to change your benefit
selections.



Choose each of the green checkmarks or red X’s to
change that benefit election.

2023 Benefit Enrollment

$0.00

Total Cost
Per Pay Period

~ Contact Information

~ Dependents and Beneficiaries

Medical $0.00
FSA Dependent $0.00
Dental $0.00
Vision $0.00

~ Prudential Group Life

~ Prudential Group ADD

Prudential Group Life - Dependent

~~ Prudential Long Term Disability - Lay

Critical lllness - Employee

Hospital Indemnity $0.00

Voluntary Life - Employee

> Allstate Identity Protection $0.00

| ceview |

FINALIZE




Make your selections or decline coverage for each
benefit.



When you have completed all benefits please choose
“Finalize”.

Hospital Indemnity 50.00
Voluntary Life - Employee

» Allstate Identity Protection 50.00

o |




You will then be asked to review if all benefits have been
correctly chosen. If not a message box will advise what
benefits are missing information before you may
proceed. After you have corrected any missing
information please choose “Sign and Submit”.



Review your selection and then choose “Review”.



When your elections have been registered in Paycom you
should see the following message “Congratulations ....”

View Detaled Enrollment A

@ Congratulations Your enollment s complete. Below is a ecap of your elections incluing who will be covered under each beneft plan and your named
Deneficiaris.



