Desktop and Mobile 5

It is recommended to use the Desktop Version, as documents may be too robust for the app.

D D ES KTO P : Resources & Login Request meeting

e — Client

Employee

Accountant

1.) Go to https://www.paycom.com/ and login, as an employee.

2.) Locate the Benefits Tile.

Select Dependents and Beneficiaries. w

Benefits
Qualifying Events

\ Dependents and Beneficiaries

3.) Choose from the following:

e TO ADD:
- Select Add to add a new beneficiary or dependent.

- Choose Beneficiary, or Dependent and Beneficiary.
Add Dependent

- Enter Details and when finished, Save Recipient. e

Required fields will be marked by a red asterisk *.

QO Beneficiary
@ Dependent And Beneficiary



https://www.paycom.com/

2 Ways to Add or Edit Beneficiaries or Dependents

e TO EDIT:
- Choose the Pencil ¢Zor Trash icon
dependent or beneficiary.

- Enter Details and when finished, Save Recipient.
Required fields will be marked by a red asterisk *.

MOBILE:

€ Back
Benefits
2019 Bensfis Enroliment

2020 Benefits Enroliment

1.) Navigate to Benefits.
2.) Select Dependents and Beneficiaries.

Benefit Forms and Links

Toial Rewards Statement
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3.) Click on the Blue + Sign icon.

/i -6=39 T -.m LTE (55 "

Nl 28

Dependents and Beneficiaries
If you do not have dependents or —
@ beneficiaries listed, please click ADD to

Documents
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2 Ways to Add or Edit Beneficiaries or Dependents

4.) Choose and select Beneficiary, or
Dependent and Beneficiary.

Add Dependent

O Beneficiary
@ Depencent And Beneficiary

5.

~

Enter details and when finished, select
Save Recipient.

Son or Daughter

James

Required fields will be marked by a red
asterisk *.
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6.) To edit an existing dependent:
- Click the three-dot icon next to the name of the person you need to

modify.
) . Dependents and Beneficiaries
- Click Edit.
- Enter details and when finished, select Save Recipient. I If you da not have dependents or
@ beneficiaries listed, please click ADD to

Required fields will be marked by a red asterisk *.
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