How to Enroll in benefits during Open Enrollment through Paychex Benefit Administration
You must be logged on to your Paychex profile before proceeding. To log on click here. 
Step 1: Go to Benefits Administration in the Menu.  
[image: ]
A. Read the legal notice, then click I AGREE.
[image: ]
B. Click ADD a family member to add any family member you wish to enroll. This must be done prior to starting your open enrollment changes.  
[image: ]

C. Click PROCEED TO MY BENEFITS. Welcome to the benefit dashboard. Here you can find the record of your benefits and your dependents. 
[image: ]
D. To enroll, click MANAGE BENEFIT next to a benefit. Then select Add or View Plan/Options. 
Want to review a benefit you’re already enrolled in? Select Change or View Plan/Options.
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E. Select all the dependents you would like to include, then click CONTINUE
[image: ]
F. Select the plan you want to enroll in, then click CONTINUE. 
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G. Read the message, confirm that the information is correct, then click I AGREE.  
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H. A confirmation screen will verify your decision. Click OK to return to Benefit Administration. 
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I. After you have reviewed all your benefits Click REVIEW & FINALIZE. When you are done with your changes or review of benefits, you must finalize your elections.

[image: ]
J. Review the elections Summary. 
[image: ]
K. Still want to make changes? Click RETURN TO MY BENEFITS and update your selections. 
[image: ]
L. After you have made all your changes, read the message, then click AGREE TO ABOVE AND FINALIZE MY SELECTIONS.
[image: ]

M. You then have the option to print your benefit elections summary. 

[image: ]
To Waive or Decline a benefit:
Want to decline a benefit you are currently enrolled in? 
· Click Manage Benefit and select Decline Benefit.
Pro tip: The system will automatically decline any benefits you don't enroll in.
Help Center:
A video on How to Enroll in Benefits during Open Enrollment can also be accessed through the help center
Please see instructions below
1. Click Help Center [1], then enter ENROLL IN BENEFITS DURING OPEN ENROLLMENT in the search bar [2]. Hit ENTER [3]. Select the ENROLL IN BENEFITS DURING OPEN ENROLLMENT article to view video.
[image: ]1


[image: ]2


[image: ]3


[image: ]
image4.png
=y

sy Eotranty oo e

@ v et eyt e e e





image5.png
— MANAGE BENEFIT) J
S SR SamcesaeTy,

S MANAGE BENEFITS
& pemoa i e sy |




image6.png
ChRegsncon 20

SN

o [ ————

s S MANAGE BENEFIT)
S —— LTI
T T T, i

[ —

— = S





image7.png
==y

Py S ——— sy eotranty Mo

Manage Medical: ac v rcpins
‘Ghoose Famiy Members i Famiy

- - e
e Eroee s
o s 5
e vt




image8.png
ChRegsncon 20

PY- S———— sy Eotranty e e

Manag Medical: sae v rcpins

e ——y s ==
[P, ——
J— J—

ot S e e oty S i

oo e 24t Cors o 8 ) Copor o s
e 15 ) oo 575 ) prtentopient




image9.png
ChRegsnon 20

PY- S——— sy Eotranty e e

Manage Medcal s v g

Caretly reiew he information beew beorefaling
Torcen . At

o 2674 170 S

T e ————
o T g s




image10.png




image11.png
ChRegsincon 20

Employes Asistance Program it s st Pz

- MANAGE BENEFIT %
e

o

Py ——

[ ————]




image12.png
Cameguasnconze

Review Your Benefit Elections
[

O et s o,
Heb i -

(NOT FINALIZED)
P—— f—
s i sl
Bt s ot T8 T
T
= Pty = 8= gn
- g 2 e =




image13.jpeg
CA Regression Core 2G
09351300 Ll
(NOT FINALIZED)
Election Summary Sue-John N FlexTest Site
Emplores, S Lary ssw: orr.irone
Address: 220 Kennath Hore Oate: 1772016
FOGhNG N 69535 i Date: 21191085
Beneits as of: 7302018 P St
Plan Elections Amounts shown are per (Weekly) pay penod
Beneft Catagory Plan Description Coverage PreTax PostTax
Aromatre Heaith ‘Guardian Basi Lt Pan $10.000 $1000000 5000 5000
Moscar Urited Heatthcare PO Termnatod 5000 5000
Dentst Deta Dentl PPO Pran Temeates 5000 5000
Visen Viseon Service Plan Empioyee Oy 000 s750
Hesth Care FSA Paychex Heath Care FSA $2490.50 cedorral Anewaty) 5000 813
Vountary SO Harord Volutary ST Plan 42000 (Weeky) 000 sa19
Employee Assistance Program Hartord Lie Employee Assistance Program Emplopee Only 5000 5000
s000 s10191
‘SUMMAtion Amcunts shown are per (Weekly) pay perod
Total out o pocket xpense: s10191
‘Your Employer is contributing $338.54 to your Baneft Package.
Family Members
Name Relaion ssn Bien Dot Mool
There ars o covered dependerts
Primary Beneficiaries
Bonett Name Relationship % sew Address
There are o Prmary Boraticires
Contingent Beneficiaries.
Benert Name Relationship ® s Address.
There o 0o Benotcanes
The abovs reflects benefts tat | have elcted and grants authorzaton 1o my employer o make the necessary payrol deductons. | understand that | cannat make changes 10 my elected banedts, or vl i any Gurrensy decined o erminated
Senlts 0 xd e ot pard,ecep o spacied Ol oy ks Changes Pursnt i RS Sckon 125 e, | st oy Sum-o N FlxTot S i of 8-l Famy St Chang” witn 31 Gy bom
s e @
mu-numwag AGREE TO ABOVE AND FINALIZE MY SELECTIONS




image14.png
(NOT FINALIZED)
‘Sudohn N Fleent st
R e
et be
Ty Bt
oo Sanancrs — [— s st

B T T B S T R Py

1

T — °




image15.jpeg
CA Regression Core 2G

09351300 L

Print Your Benefit Elections

Your lectons have boen fraized

| VR —
L
RETURN TO MY BENEFITS  PRINT SUMMARY
Election Summary Sue-John N FlexTest Site

Sagtoyer: Qoo o17-170116

‘Address: 220 Kennath Hire Date: V1772016

Podissies i fe028) Binth Date: 2119/1085
s Fll Tme Employse

Plan Elections Amousts shown ars per (Weekly) pay period
Benafit Category. Pian Description Coverage Pre-Tax PostTax
Atarmatve Hoolth ‘Guardian Basi Life Plan $10.000 $10,000.00 5000 000
Modcal United Heathcars PPO Terminated 000 000
Dot 'Deta Dental PO Pran Termnated 000 $0.00
Vision ‘Vison Service Plan Emgioyee Only 000 3750
Heath Care FSA Paychex Heaith Care FSA 52490.50 doforal (Aneusiy) 5000 $58.13
‘Voluntary STD Harord Voluntary STO Plan $420.00 (Weekly) 000 619
Empioyes Assistance Program Harord Life Empioyee Assistance Program Employee Only 5000 $0.00

5000 $101.91

‘Summation Amounts shown ae per (Wesky) pay period
Total out of pocket expense: 10191

‘Your Employer is contributing $338.54 to your Benefit Package.

Name. Reladon ssw Bt Oste Medical
Thar s no coveras sependarss °
Primary Beneficiaries

Banslh' Neme Rr— - N AGese





image16.png
PAYCHEX FLE:

M Transit Management of Alexandia Inc
[ .
Dashboard
My Profile Dashboard
$ MyPay
B My Documents Toaining
Take me there [4

B company Locations

Hurman Resources

[£) TaxDocuments
@® Time &Attendance

{3 Benefits Administration Eﬁﬁ Eﬁﬁ

2013 W2 2019 1095-C

OTHER

View Al
@ Help Center




image17.png
PAYCHEX FLEX

+

v e How, can we help you today?
&3 My Profile

B My Documents

Company Lacations

(HR) Human Resources Get help with Paychex Flex

Time & Attendance

Company Details Company Settings Documents
£ Benefits Administration Manage your campany's bank accounts, prafile, Manage settings for Payrol, People, and any third- j Gt details on document sharing, f
locations, and tax Information party applications signatures

OTHER

@ Heip Center Employment Details e _ HR & Performance Managemer




image18.png
PAYCHEX FLEX

& &
4) Dashboard
Enrall in Benefits during open enrallment
&3 My Profile "
$ MyPay

< Help Center

My Documents

Company Locations Search Results (147)

[HR) Human Resources

Time & Attendance Aticles
{3 Benefits Administration [ Enrallin benefits during open enroliment
Follow these steps to enroll in benefits during open enroliment using Benefits Administration
OTHER
[ Track open enroliment and send email reminders
@ Heip Center Learn how to use Enroll Tracking in Benefits Administration

[) Decline a benefit during open enroliment.
Learn howto decline a benefit during open enroliment using Benefits Adrinistration




image19.png
PAYCHEX FLEX

+ +

Enrall in Benefits during open enraliment

+

D Dashboard

(33 wy Profile
$

My Pay

< Search Results

My Documents

Company Lacations Enroll in benefits during open enroliment Print

(HR) Human Resources
[ Enrollin benefits during open enroliment

{3 Benefits Administration

OTHER

@ Help center

PAYCI ™™ FLEX

Enroll in Benefits During Open Enrolime





image1.png
@ e
s wew

5 Check Swis:

Tax Documents T ik o of e
s peeiorid




image2.png
EY——

‘Weicome Larry Bean!
LEGAL NOTICE: lease Resd

e =0





image3.jpeg
CA Regression Core 26

09351300 ©

@ OFor sssistance call BalanceBanefits at 800.365.9164 Election Summary  Edit Family News & Alorts.
Your Personal Information: Larry Bean

L S SN ———

Employee
Name ) ‘Address 008 Gender __Contact___ Approved
Lamy Boan o17.17.0116 1220 Kenneth D, Rochester, NY 14623 2191985 Malo 71162019

Dependents 1A%t Earmiy Member |
Name ) ‘Address Status o8 Gender _ Approved _Tas

Adamiames 651253651 220 Kenneth Dr, Rochester,NY 14623 Spouse T )
Ao James 651253658 220 Kennetn Dr, Rochestr, NY 14623 Dependent Chid 112017 Femsle 522017 Due

ROCEED TO MY BENEFITS





