
 

2023 Annual Benefits Enrollment Instructions 
To get started, go to HR Application > Me > Benefits  

1. Click “Start Your Enrollment” to begin.  

 

2. Review and update your Personal Information, if needed. Acknowledge the information provided 

is accurate by marking “I agree” then click “Continue” to proceed. 

 

 

https://hcm-internal.paycor.com/authentication/signin?ReturnURL=https%3a%2f%2fsecure5.paycor.com%2faccounts%2fauthentication%2fautoredirect


3. If you have dependent(s) listed in the Benefits Advisor, you will be asked to confirm the 

information is accurate by marking “I agree” and click “Continue” to proceed.  

 

 

4. You will be asked to consent to receiving important benefits notices electronically. Select an 

answer then click “Continue” to move to the next screen. 

 

5. Take some time to check out “Ask Emma” which will guide you through the enrollment and help 

you determine which plans are best for you.   

 



6. Select “View Plan Options” to see details about the benefits available to you. Once you’ve 

viewed your options and made an election it will say “Completed” in the left corner.  

 

 
 

7. If you enroll a spouse/domestic partner in medical coverage, you will be prompted to answer the 

Medical Surcharge question. 

 

8. If you elect to make contributions to an HSA, you will be prompted to enter or verify your 

account information including Bank Name, Bank Routing Number, and Bank Account number . 

IMPORTANT: If you wish to receive the employer contribution, but do not want to make your 

own HSA deposits, you must elect the plan with $0.00 contribution. Be sure to enter your 

account number and routing number. Do not “waive” HSA enrollment. This will result in you not 

receiving the employer HSA contribution.  

 

 



9. Once you’ve completed all your elections, select, “Continue” to move on to Beneficiary 

Information. Be sure to review and update your beneficiary information, which includes your 

primary and secondary beneficiaries.  

 

10. Select “Continue” to review and confirm your elections. NOTE: If you choose “Save and Finish 

Later,” your work will be saved but changes will NOT be submitted unless you return to the 

enrollment and select “Complete Enrollment” to submit your elections.  

 

 
 

 



11. Review your benefit elections then select, “I agree, and I’m finished with my enrollment” at the 

bottom of the page.  

 
 

12. Check the box that you agree that the information provided, including enrolled dependents, is 

accurate and your elections are correct.  

 
 

13. Be sure to click “Complete Enrollment” to submit your elections.  

 

 



14. Review and print/email your Confirmation Statement to confirm your elections are correct. This 

ensures that your corresponding payroll deductions will be correct on the first pay in January. 

 

15. You have until November 22, 2022, to edit your elections if needed. To do so, return to the home 

page (see step 1) and click “Change My Elections to make edits. Don’t forget to select, 

“Complete Enrollment” to submit your updated elections.  

Questions? Contact PeopleOperations@paycor.com or visit www.mypaycorbenefits.com for benefits 

information! 

 

mailto:PeopleOperations@paycor.com
http://www.mypaycorbenefits.com/

