Archdiocese of Denver Paycom 2019 Open Enrollment Instructions
This guide will walk you through the process of completing your benefits open enrollment elections
through Paycom’s Employee Self-Service program. Keep in mind this is an ACTIVE open enrollment,
meaning you will need to make your elections in Paycom if you would like to have benefits for the 201920 benefit plan year.
To enroll in your benefits in Paycom click on 2019 Benefits Enrollment.

From here, read the information in the Welcome Message. After reading through, scroll down, and click
on Start Enrollment.

Next, you can confirm your personal information and add in any missing information. Then click “Next”
to move on.

Then you will answer the pre-enrollment questions and add any dependents or beneficiaries you will be
covering. If you previously had a dependent enrolled in your benefits they will already be loaded in
Paycom. Be sure to check their information and make any updates if needed. Once complete, click on
“Save and Next” to move on.

This will bring you to the first list of plans you are allowed to enroll in. You will see notes (blue !), a plan
documents button (you can view the benefit information and websites) as well as a summary of what is
covered in and out of network by the plan.
To enroll in the plan, check the box besides the name of the plan and then select your level of coverage.
The amounts you see there are what will be deducted from your paycheck every two weeks. In the
screenshot below you can see the In Are Co-Pay plan was elected for Employee Only coverage.

After making the selection scroll to the bottom of the screen and click on Enroll. Or you can click on
decline if you do not wish to sign up for medical coverage.

Then click on OK to move to the next plan.

You will repeat this process to go through enrollment for each and every plan that you are eligible for.
In this next screenshot you can see I’ve elected the Dental Silver for Employee Only Coverage here as
well. You can review the same notes, plan documents, and plan attributes detailing certain coverages
available with the plan.

Again, after selecting your dental plan, scroll to the bottom and click on Enroll or decline if you do not
want to have dental coverage.

When you get to the life insurance you will select from the dropdown how much life insurance you
would like to enroll in. The system will then display the cost per pay period (26 times a year) that will be
deducted from your paycheck. This is calculated based off of age and amount of insurance requested.

Again, once you’ve made your selection you can click on enroll or decline to move on.

For FSA enrollments you will enter the amount you want to contribute for the entire benefits plan year
(7/1/19 to 6/30/20). In the below example I have entered a $500 contribution for the year. Paycom will
then tell you how much that will deduct from each paycheck over the course of the year. In this case it
would deduct $19.23 per check as you can see in the highlighted field below.

COLONIAL Critical Illness
There are changes to the Colonial Critical Illness lump sum payment amount. New enrollees can only
elect a $10,000 or $25,000 lump sum payment. If you are a CURRENT participant and you have a
different lump sum payment amount and you want to keep that amount, then you should DECLINE
Critical Illness and sent an email to trina.moog@archden.org with a note that you want to keep Critical
Illness and the lump sum amount you originally elected.

As you work your way through electing and declining certain benefit options you will notice the system
calculating your total cost per pay period.

At the bottom of that list you will see a “finalize” button. Click that button once you have made and
reviewed all of your elections.

This will bring up one last confirmation screen. You will be able to click on Sign and Submit to complete
your enrollment in Paycom.

After clicking on sign and submit you will see a message stating you can scroll through the page to see a
recap of the benefit plans you have just elected.
You will be able to make changes throughout the open enrollment period, so remember to print your
final elections to compare to your first paycheck in July 2019.

Additional Notes:
Even after clicking on Sign and Submit, you can still go into Paycom and make any changes to your
benefits as long as you make those changes before the end of open enrollment on 5/31/19. There is no
limit to the number of times you can change your benefit elections as long as all changes are made prior
to 5/31/19.
Within the benefits tab in Paycom’s employee self service you also view all of the plan documents you
accessed through open enrollment at any time by going to the “benefits forms and links” screen in
Paycom.

