Paycor Benefits Enroliment

+AMCATIC

building together.

OVERVIEW

Paycor’s Benefits Advisor, powered by Bswift, is where all employee benefit enroliments will be housed.
This is where employees can view their current enrollments, initiate changes to their benefits due to
qualifying life events, and complete open enrollment events. Employees may also view, print, and edit
family information (dependents) and beneficiary information. Employees should review this information
annually to ensure the most up to date information is kept on record.

WORK INSTRUCTIONS

To access the Benefit Advisor page from your Paycor employee self-service portal navigate the
“Hamburger” menu icon and select “Benefits” then “Benefits Advisor”, see below.
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The below welcome page will load. Under the Welcome message under My Benefits, you will see
that the company paid benefits for full time eligible employees, Basic Life and AD&D, Short-Term
Disability, and Long-Term Disability, have already been added. Click on “Start Your Enrollment” to
begin the enroliment process.
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There are four steps to complete your enroliment. In the first step you will verify your personal
information. These fields are pulled in from your employment profile in Paycor, but it is advisable
that you still review the information for accuracy. Once you review the information click on the “I
agree" checkbox then on the blue “Continue” button, see below.
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On the next page you will complete your Family (Dependent) information. The beneficiary page will
look to this information, so please enter all family information regardless of whether the family
members are to be covered by your benefits or not. To do so, click “Add Dependents”. To verify or
edit the information of a family member who has already been entered, click on the person’s name.
If you do not have any family members, click the “I agree” checkbox, then “Continue”, see below.
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On the next page you will make your benefit selections from the available options. To begin click on
“View Plan Options” or to waive the coverage click on “I don’t want this benefit (waive)”. If you
forgot to add a family member or dependent in the previous step, you can still add them here by
clicking on “Add Dependents”. Check off all members you wish to cover on the plan, then click
continue, see below.
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As you enroll in your plans they will be added to your Benefits Cart to the right, the cost of your
benefits will update as you make changes.

Once you have made all of your benefit selections and click “Continue” the next steps is to assign
your beneficiaries.

Note: You do not need to complete your enrollment in one session, you can elect to “Save and
Finish Latter”, see below.
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To assign your beneficiaries click on the “Add Beneficiary” button.
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Be sure to designate a Beneficiary. Your dependents will sutomatically show up as choices and you can add additional
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or secondary percentage to them. To add additional beneficiaries, click on the Add Beneficiary button. Continue

1 There are no beneficiaries added to this plan. If this was made in error, click on "Add Beneficiary” button below.
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You may select from the family/dependent list or “Add New Beneficiary”. If you do not have any
dependents or family members listed the system will only show yourself (My Estate) as an option. A
beneficiary must be selected to complete your enrollments.
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Basic Employee Life

Flease choose your beneficiaries

Primary Beneficiaries (required)

The entities listed here are eligible to be named as your beneficiaries. They are not beneficiaries until you assign either a primary
or secondary percentage to them. To add additional beneficiaries, click on the Add Beneficiary button.

Mame Percentage Remove

My Estate (Employee) l:l % ix.)
Total: 0.0000% (must equal 100%)

© Add Beneficiary

Secondary Beneficiaries (opticnal)

Secondary beneficiaries receive maoney if your primary beneficiaries are unable to inherit.

© 4dd Beneficiary

Privacy Policy Browser Reauirements Technoloav powered by bewift

Once you complete your Beneficiary assignments click “Continue”. This will bring you to the
summary page where you will review all of your selections before completing your enroliment.

Click on “l agree, and I’'m finished with my enrollment” at the bottom of the page, then click
“Complete Enroliment”.

Once You've Reviewed All Your Selections:

| hiave reviewed the elections above and any changes | have made. | understand that my elections will remain in effect for the
entire plan year and cannot be revoked unless | experience a change in my status or termination of my or my spouse’s
employment status as described by the plan. | further understand that this election will remain in effect for subsequent years,
at the updated required contribution, if my employer offers a passive election process unless | affirmatively make a new
election(s) for that plan year.

Click "I Agree” below and then "Complete Enroliment™ on the right to complete the enrollment process.

] 1 agree, and I'm finished with my enroliment.
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Your Info

Your Benefits

Enroll
Beneficiaries
Review and Confirm

Complete

Complete Enrollment

Your enrollments will stay in a pending status until approved by the benefits administrator.

Note: It is highly recommended that you send your self an email or print off your confirmation
statement of your selections.
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