
 

EmployeeEnrollment 
 

1. Login from the link provided by your employer.  
2. If an administrator has unlocked your Enrollment window, you will see a notification to 

begin your enrollment process. 

  
3. Please review your profile any required changes will need to be made through your 

Payentry account. 

 
4. If you have any dependents you wish to enroll in your benefits, please add them here. 

 

*Pictures used in this guide consist of fictitious names and characters. Benefits, costs, dates, and names 
are for example purposes only.* 



 

5. Proceed to your benefit elections. If you have entered any dependents into the system, 
you can select at the top of your screen whom you’d like to enroll. If your employer offers 
more than one plan for a product (such as multiple medical plans), you can click the box 
next to “Compare” for each plan you are interested in. This will give you the opportunity 
to view benefit information and price side by side. 

 
6. When you have made your decision, either click the green ​Select Plan​ button next to the 

plan you’d like to enroll in, or if available, you can click the box at the bottom to waive 
this coverage. After your selection, click ​Save & Next​ to continue. 

 
7. Proceed through the rest of your elections where you will then come to a summary page 

of your elections, beneficiaries, your per pay period costs, etc. 
8. When you are satisfied with your elections, click ​Submit​. Another page will pop up to 

allow you to review your carrier forms and you will be prompted to e-sign. Your elections 

*Pictures used in this guide consist of fictitious names and characters. Benefits, costs, dates, and names 
are for example purposes only.* 



 

will not be processed​ without you E-signature! 

 
9. Your enrollment is complete! If you decide you would like to make any changes to your 

submitted elections, please do so within 72 hours.  

*Pictures used in this guide consist of fictitious names and characters. Benefits, costs, dates, and names 
are for example purposes only.* 


