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Complete Benefits Enrollment
Process Using Paycom

This short video guides you through enrolling in Benefits through Paycom.


https://www.guidde.com
https://app.guidde.com/share/playbooks/ejHUqn3wnWM2KSMqrU1PaD

Go to www.paycomonline.net

01 Introduction

Log into Paycom. If you need your log in information reset, contact HR.
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https://www.paycomonline.net/v4/ee/web.php/app

02 Click Benefits Enrollment

Click the Benefits Enrollment option to start the 2026 Benefit Enrollment process.

Benefits Enrollment e




- Introduction

Read through the instructions then click ne




04 Verify your contact information

Make changes to the incorrect contact information, then press next. At any time, you can click an
item from the bar on the left-hand side.
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05 Add a Dependent

Click Add Recipient to include a new dependent for your benefits.




06 Enter the dependent Information

Enter the dependent information. If adding a new dependent, upload the birth certificate for a
child or the marriage license for a spouse. When done, press the ADD button to save.

2 Upload a File

= Select Here to Upload




07 Continue by Clicking Next

Click Next to move forward in the enrollment workflow.




08 Click Enroll

Click Enroll for each benefit you are electing. Verify any dependents are listed
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09 Decline

If waiving coverage, check the box "Decline" and then press the next button.

[ Decline All Medical Options E




10 Open Documents Section

Click Documents to review important benefits-related paperwork.
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11 Access Plans Overview

Click Plans to view available benefits plans and options.
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12 Plan Enrollment

Click Enroll for each benefit you are electing




13 Proceed with Next Button

Click Next to continue through the enroliment steps.




14 Open Plan Details

Click Plan Details to review the specifics of your selected benefits.




15 Select Benefits

Click a benefit from the left-hand side to jump to that page.

Welcome
Personal Information
Dependents and Beneficiaries

Benefit Plans
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16 Open Review and Finalize

Click Review and Finalize to check your selections before submission.

Review and Finalize e




17 Sign your benefit election

Sign your benefit elections




18 Verify all complete

Double-check to make sure all selections are made. For each completed section, you should have
a check mark or an X if declining
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19 Finalize Enrollment

Click Finalize to complete your benefits enrollment process.




20 Return to Review Page

If you see the Congratulations page, then your enrollment was successfully submitted. Click Return
to Review your selections.

Sam Adams Exit Preview ] [ Change Settings
Eligibility Profile Preview Date Enrollment Year
Wisconsin Health Benefits (WIS) 11/29/2025 2026

2026 Enrollment

Review and Finalize
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You've completed your 2026 Enrollment!

Congratulations! Human Resources received your enrollment request! You will continue to receive emails regarding open enrollment until it closes. Wisconsin Benefit Resources

Return to Review “

When to expect your Benefits
26 BCBS Medical Plan + HSA WIS

Effective Date Dependents Days Left to Edit
January 1,2026 1 12



21 Paycom's Benefit Document & Links Section

Check out Paycom's Documents & Links section under your Benefits Section. This offers a wide

range of resources.
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22 Open Benefit Resources

Click Benefit Resources to access specific benefits information.




After you submit your benefit elections, HR will finalize them and email you a confirmation within
four weeks. Please review the confirmation carefully.

For assistance, contact HR via Paycom’s Ask Here or email hr4u@fabianobrothers.com.
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