
Getting Started: Open Enrollment 
 

1 
 

Getting Started 

Welcome to Open Enrollment for the Roman Catholic Diocese of Brooklyn! This document will 

serve as a guide to help you complete your benefits enrollment for the upcoming year. 

Are you more of a visual learner? There are videos available on our HRIS website, see details 

on page 2.  

Please follow these instructions to complete the enrollment into our Medical and Dental plans.If 

you need help with your enrollment call 718-965-7390, Monday through Friday 8 AM through 5 

PM. 

 

Go to our HRIS website:  www.paycom.com 

Click on Login- then Employee 

 

 

 

 

http://www.paycom.com/
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Use the HRIS credentials that you received from your employer to log into your record.  

Important: The initial credentials given to you begin with a zero (0FC…) not with an “o”. 

  

• Under Main Menu on the left side of the screen, click on the icon MY BENEFITS. 
• Click on 2017 Benefit Enrollment 

 

If you want to watch a video presentation of these instructions, use the menu above to click on My Learning, 

then on Learning.  Click on the tab called Paycom University Courses.  Enter “Enrollment” in the Search Box.  

Come to the line that says My Benefits: Enrollment and clik on the green START button. 
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• Click on Start Enrollment. 
 

 

 

• Check your personal information and make corrections if necessary, click NEXT. 
 

 
 

 

 

 

 

Jane 

Jane Doe 

01/01/1970 
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• Check your dependent information and make corrections, deletions, and additions. 
Note: If you are adding a new dependent please scroll to the bottom of the screen and 

click the BROWSE button to upload your scanned copy of the required document(s) 

then click ADD 

 click NEXT.  

 

 

 

 

 

 

 

Jane Doe (0011) 



Getting Started: Open Enrollment 
 

5 
 

• Review the plan summaries and plan features found under the Plan Documents tab, 
make your medical and dental benefit selections, and follow the prompts to complete 
the enrollment. 
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• Follow the prompts to step through the enrollment process. 

• Identify your beneficiaries and allocate percentages if necessary. 
When you are finished, click on the Enroll button. 

 
 

 

 

 

When you’re done, you’ll arrive at the Benefit Plan Selection Review screen, where you’ll see a 
summary of the plans you’ve enrolled in. If you need to make an adjustment, select the plan 
from the side bar.  
 
Important: Everyone must click on the “pen” icon in the box for Employee Life and AD&D to 
review and select percentages for your primary and secondary beneficiaries. 
 

 
 
 
 
 
When you are done, click on “Complete Enrollment.” 
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• Print a copy of your confirmation.  
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• When you’re ready to complete the process, scroll to the bottom of 
the screen and click “Sign and Submit.” Your enrollment is now 
complete. 

 
 


