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Open Enrollment Step by Step Guide 
Open Enrollment begins on May 1 and closes May 15 at 10:00 p.m. PST  

Alex is still available to help you make those enrollment decisions. Click here Ask ALEX 
 

Remember: you will need to re-elect your HSA and FSA plan amounts. 
These will not roll over into the new plan year.  

Where to Enroll 

Open Enrollment is done through Paycom Employee Self-Service. After logging in and 
navigating to Benefits Enrollment, make sure that the ‘Eligible Years’ menu is set to 2025: 

 

The navigation menu looks different this year! Navigate through Open Enrollment by selecting 
‘Next’:  

 

 

https://start.myalex.com/archdioceseofseattle
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Personal Information 

Here you can review and update your contact information. Make sure your email and address 
are current! Then select ‘Next’. 

 

 

Pre-enrollment Questions 

This is where you can opt to re-enroll in the same benefits as last plan year. Remember, you will still 
have to elect your HSA/FSA! 
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Dependents and Beneficiaries 

Here you can review and update your Dependents and Beneficiaries.  

 

Adding a Dependent/Beneficiary  

At the bottom of the this page, select ‘Add Recipient’.  
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Deleting a Dependent/Beneficiary 

To Delete, click the name of the dependent/beneficiary you plan to delete: 

 

 Then select ‘Delete’ in the menu that pops up on the right-hand side: 
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Medical Plans 

The next screen brings you to your Medical Plan election choices. You may decline coverage by 
checking ‘Decline coverage’ at the top of the page.  

Your dependents will be listed near the top. If you have a dependent in that field, your Medical 
Plan choices will automatically update to the correct coverage level. Navigate to the plan you 
would like to enroll in and click ‘Select Plan’ and then click ‘Next’.  
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HSA/FSA Employee Contribution 

If you elected to enroll in a CDHP Plan, the next page will prompt you to elect a Health Savings 
Account (HSA). To receive the Employer Seed Contribution, you must enroll in the HSA. If you 
do not have dependents, click the bubble for ‘Individual’. If you do have dependents, click the 
bubble for Family. Then click ‘Select Plan’ and then click ‘Next’. (Note: Employees do not need 
to contribute to their HSA to receive the Employer Seed Contribution. Just set the ‘Annual 
Contribution Amount’ to $0.): 

 

If you elected to enroll in a Standard Plan, you are ineligible to enroll in an HSA or receive the 
Employer Seed Contribution and will not see the option to enroll in one. You will instead be 
taken to the FSA EE Contribution- No ER Cont. page; however you will not receive the Employer 
Seed Contribution.  
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FSA Dependent Care 

The next screen will ask if you want to enroll in an FSA – Dependent Care. (Note: The funds in 
this account may only be used for qualified child care or elder care expenses.) If you do not 
have a dependent or elder under your care, you can decline by checking ‘Decline coverage’. If 
you wish to enroll enter the amount you wish to contribute in the “Annual Contribution 
Amount field. The annual contribution amount will be divided by the 24 pay periods in the plan 
year and will auto-fill the “Per Pay Period Amount”, then click “Select Plan” and then “Next” to 
continue. 
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Dental 

The next screen will ask if you want to enroll in Dental coverage. This year, there will be a $4.00 
premium per pay period for Employee Only coverage. You may decline coverage by checking 
‘Decline coverage’ at the top of the page. Your dependents will be listed near the top. If you 
have a dependent in that field, your Dental Plan will automatically update to the correct 
coverage level. To enroll in Dental, click ‘Select Plan’ and then click ‘Next’: 
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Vision 

The next screen will ask if you want to enroll in Vision coverage. This year, there will be a $0.50 
premium per pay period for Employee Only coverage. You may decline coverage by checking 
‘Decline coverage’ at the top of the page. Your dependents will be listed near the top. If you 
have a dependent in that field, your Vision Plan will automatically update to the correct 
coverage level. To enroll in Vision, click ‘Select Plan’ and then click ‘Next’: 
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Prudential Group ADD | Prudential Group Life | Prudential Long Term Disability 

PLEASE NOTE: 

In order to complete enrollment, you will need to have beneficiaries added to your Prudential 
Group ADD and Life plans. Start by clicking “Add Beneficiaries”: 

 

Then click ‘Primary Beneficiaries’ 
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Your dependents and beneficiaries will automatically populate on this menu. Click the checkbox 
as seen below: 

 

 

The selected dependent/beneficiary will then be assigned as the Primary Beneficiary at 100%. 
(If you have two beneficiaries and select them, they will be split into 50% primary beneficiaries, 
if you have three and select them, they will be split into 33% primary beneficiaries and so on). 
Then click ‘Save’: 
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Then click ‘Save’ to enroll and ‘Next’ to continue your enrollment. Follow the same process 
above for Prudential Group Life. 

 

Prudential Group Life – Dependent (Adding Self as beneficiary) 

This coverage is only for employees with dependents (spouse or children). If you do not have 
dependents, you can decline by checking ‘Decline coverage’. Your dependents will 
automatically populate the field titled ‘Dependents’. For this plan, you must make yourself the 
beneficiary. 

First, click ‘Add Beneficiaries. Then click ‘Primary Beneficiaries’. From there click ‘Add 
Beneficiary’ as you did in the steps above. Once the ‘Add New Recipient’ menu pops up, click 
the bubble next to ‘Beneficiary’. Click on the ‘Relationship’ field and select ‘Self’ from the drop 
down menu: 
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Your information will then automatically populate the rest of the fields. Click ‘Add’. Then select 
yourself as the Primary beneficiary and click ‘Save’. From there, you should see yourself as the 
beneficiary for this plan. Click ‘Select Plan’ to enroll and then click ‘Next’ to move on: 

 

Optional Benefits 

The rest of the benefits are considered optional benefits and will be fully paid by you, if you 
elect to enroll. If you do not wish to enroll in these benefits, select ‘Decline coverage’ same as 
above. If you wish to enroll, follow the instructions above. Once you’ve made your election 
choice you will be taken to the last step. 
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Review and Finalize 

This screen will show you a summary of your benefit elections. After you have reviewed them, 
scroll to the bottom of the form where you will be asked to provide a signature by either 
drawing it or typing it. Once signed, click ‘Finalize’ to complete your enrollment:  

 

Congratulations! These benefits will become effective on 7/1/2025 

 

 

 


