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Enrolling in Benefits 

Once Benefit Plans and Benefits Eligibility Profiles have been created and a Benefits 

Eligibility Profile has been assigned to each employee, the next step is enrollment.  

There are three options to get employees enrolled in benefits: 

Option 1) Employee Self-Service 

Option 2) Batch Enroll 

Option 3) Individual Enrollment on Form 13 

 

Option 1) Employee Self-Service 

If you have Paycom’s Employee Self-Service feature, your employees have the ability to 

enroll in benefits on their own. During the setup process of Benefits Administration, you 

selected for your employees to either enroll via the Standard Enrollment process or the 

Quick Enrollment process. This manual will show you each process. 

Standard Enrollment 

Have the employee log in to Employee Self-Service. If the employee is eligible to enroll, 

they will have an “Enroll Now” option under the “My Benefits” tile in the center of the 

screen or on the left side of the page. Click this button to be taken through the 

enrollment process. 
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The first screen they see provides an explanation of the enrollment process. The 

progress bar on the right side of the screen will list the benefits in which employees are 

eligible to enroll.  

Select “Start Enrollment” to begin the enrollment process. 

 

The first screen in the enrollment process will give employees the opportunity to update 

any phone or address information, as well as add any dependents they want to enroll 

into a plan (if you allow them to update their information within Employee Self-Service). 

Update personal information first, if necessary, and then select “Next.” 
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To add dependents, select “Add Dependent” and enter the applicable information.  

Dependent information can also be edited by selecting the pencil icon in the “Edit” 

column or delete the dependent altogether by selecting the trash can icon in the 

“Delete” column. 

Once finished, select “Next” to continue. 
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Next, they will be guided through the enrollment process for each of their available 

benefit plans. In this first example, we will walk you through the process to enroll in a 

Life plan.  

Each benefit screen will have two check boxes: one to enroll and one to decline. Please 

note: Depending upon whether or not you selected to require declination reasons, the 

employee might be required to list as to why he or she is declining the plan.  

The employee can review the details of this plan within the “Plan Description” section. If 

there are forms or links attached to this plan, they will be located in a “Plan Information” 

drop-down option.  

 

If the employee needs to leave the page and continue the enrollment process later, that 

option is available. Once logged back in, he or she will simply select “Continue 

Enrollment.” If they have already made elections, the total will display in the Benefit 

Enrollment bar.  
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Check the box to enroll or decline coverage for this plan, and select if you are a tobacco 

user. Some of the plans employees choose to enroll in, such as life insurance or 401(k), 

may require beneficiaries. The employee will enroll in the plan just as they would any 

other plan. Dependents who have already been added will appear as an option to 

include as beneficiaries. To add more beneficiaries, click “Add Beneficiary.”  

 

If adding a new beneficiary, enter their information and select “Add Beneficiary.” 
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Once all beneficiaries have been added, the employee will select whether they would 

like them to be listed as a Primary or Contingent beneficiary by checking the box in the 

appropriate column. A Contingent beneficiary is the person who will receive the benefits 

if the Primary beneficiary has died at the time the benefit is to be paid. Beneficiaries can 

either be Primary or Contingent, but not both. As the boxed are checked, the 

percentage column will automatically recalculate to evenly distribute across the 

beneficiaries selected. The percentage amounts can be changed but be sure the total 

amount equals 100 percent.   

 

Once finished, select “Enroll.”  Based on the requirements of the plan, the employee will 

need to add the appropriate number of beneficiaries and the amounts will need to equal 

100 percent before they can continue. Columns will show in red if there are outstanding 

items to complete. 
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The next plan is the Spouse Life plan. In this example, we will decline this plan and 

select “Decline.” 

 

The last plan we will cover is a Medical plan. If the employee selects to enroll in this 

plan, additional options will become available so they can choose the specific coverage 

level for which they would like to enroll. Select the level of coverage for this plan.  
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If a coverage level that has dependents (e.g., Employee and Spouse, Employee and 

Children or Employee and Family) has been chosen, the employee will select/enter 

those on the following screen. Check the boxes next to the dependents who will be 

included in this plan or select “Add Dependent” to add additional dependents not in the 

list. Once finished, select “Enroll.”  

 

If adding a new dependent, enter their information and select “Add Dependent.” 
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The employee will continue through the enrollment process by choosing whether they 

would like to enroll or decline coverage in each of the available plans. 

As the employee progresses through the enrollment process, they can keep track of 

which benefits they have elected or declined from the Progress Bar on the right side of 

the screen. Green check marks mean they have enrolled, and the cost will be in the 

column to the right of the plan name. A red “X” means they selected to decline the plan. 

They can make edits to a plan by clicking the plan name.  
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Once the employee has made a selection for each plan, they will be brought to the 

“Benefit Plan Selection Review” screen. This will give them a snapshot of the plans for 

which they have elected to enroll. Select any links from the Progress Bar to make 

changes. Once the employee is satisfied with their selections, check “Complete 

Enrollment.” 

 

A pop-up window will ask to confirm if you want to complete enrollment. Note: All plans 

not enrolled in will be declined. Select “OK” to continue.  
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Once “Complete Enrollment” is selected, the employee will be brought to the “Sign and 

Submit” screen. A printable confirmation page is always available. When ready to 

submit enrollment, click “Sign and Submit.”  
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The enrollment is now complete. The following screen will provide a recap of the 

elections, including who is covered under each plan and your named beneficiaries.  

To exit, select “Return Home.” To print a confirmation page, select the printer icon in the 

top, right-hand corner.  
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Quick Enrollment 

If you have allowed employees to utilize the Quick Enrollment option, the first screen 

they will see when they select to Enroll in Benefits from Employee Self-Service is the 

Quick Enrollment screen listing each plan the employee is eligible to enroll.   

Quick Enrollment allows employees to quickly select which benefits they want to view 

and which they want to decline from this screen. It does not require employees to view 

the details of a benefit plan before they decline it. 

Employees will be asked to select which benefits they would like to view or they can 

decline benefits from this screen as well.  Once all of the benefits they would like to view 

have been selected click “Next.”  For each of the benefits they choose to view, the 

system will walk them through the enrollment process. If they choose to decline benefits 

they will not be walked through the enrollment process. 

 

Please return to the “Standard Enrollment” sections for instructions on how to walk 

through the enrollment process. 
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Option 2) Batch Enroll 

The second option to enroll employees in benefits is to Batch Enroll. 

Before you Batch Enroll your employees in benefits, you have the ability to import their 

Dependents and Beneficiaries and tie them to plans.  

You will enter the needed information into a template that will be saved as a CSV file. 

This will allow you to upload all dependents and beneficiaries at once. If you need a 

copy of this template along with the spreadsheet template, please contact your 

dedicated specialist or refer to the Help Menu.  

After the spreadsheet is completely filled out and in the correct format, go to the 

Benefits Administration Main Menu and select “Dependents and Beneficiaries Import.” 

 

Select the import type from the drop-down menu. Your options are: 

 Dependents Import – Import general dependent information such as name, 

address and date of birth. 

 Dependents Import with Plan – Import dependent data tied to a plan. 

 Beneficiary Import − Import general beneficiary information such as name, 

relationship and address. 

 Beneficiary Import with Plan – Import beneficiary data tied to a plan. 
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Then choose the file to be uploaded and select “Import File.” 

 

After any necessary dependent or beneficiary information has been imported, select 

“Batch Enroll” from the Benefits Administration Main Menu. 

  

You will be sent to the following screen. Select from the filter options, if necessary. 

Otherwise, select “Generate.” 
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You can pick and choose which employees you would like to enroll/decline in benefits or 

you can select “Enroll” or “Decline” at the top.  

 

Then you will see the following confirmation page for your selections. Select “Continue.” 

 

The next step is to approve the benefits and send them to payroll. To do so, first return 

to the Benefits Administration menu and select “Batch Benefit Changes.” 
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This Batch Benefit Changes page allows you to take action on several related items all 

in one convenient location. From here you can: approve benefits, send them to payroll 

and make any necessary change. Select the applicable tab to make change, approvals 

or denials for the employee.  

 

Option 3) Individual Enrollment on Form 13 

 

You also can enroll employees in benefits on an individual basis through “Make 

Employee Changes.” Select “Make Employee Changes” from the Employees tile on the 

Main Menu. 
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Search for the employee(s) using your preferred search method, and then select the 

employee you want to enroll in benefits.  

 

Click on Form 13: Employee Benefits. 

 

Once in Form 13: Employee Benefits, click on the Enrollment tab. From here, you will 

be able to enroll or decline enrollment for each benefit the employee is able to be 

enrolled.  
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You then will see the selected employee’s enrolled benefit. Select “Approve.” 
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After approving, select “Send to Payroll.”  

 

The Payroll status will then change to “Payroll Sent” and display the date and time.  
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Open Enrollment Preview 

There are a lot of details when it comes to benefit plans and enrollment. Quickly double 
check everything through the Open Enrollment Preview. You’ll see the open enrollment 
process exactly as an employee will see it before setting the plan to live. Under the Set 
Up Benefits tab, select “Enrollment Preview.” 

 

Within the Enrollment Preview screen, you can select the employee whose benefits you 
wish to preview. Their benefit enrollment options will display exactly as the employee 
would see it on Employee Self-Service, including any plans they are eligible to enroll in 
and costs associated with each plan.  
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Use the button on the upper right to exit the preview or change your settings.  

 

You can also access Enrollment Preview from an employee’s Form 13: Employee 
Benefits within Make Employee Changes or while creating or editing an Eligibility Profile 
in Benefits Administration. 

 

 

 


