
Calumet Carton 
Benefits Open 

Enrollment
Note:  Everybody must complete enrollment.



Step 1: Logging in 
Login to Paycom



Step 2: Go to Open Enrollment
Click the Notification Bell



Step 3: Select 2020 Enrollment
Click “2020 Benefits Enrollment”



Step 4: Begin Enrolling
Click “Start Enrollment”



Step 5: Contact Information
Verify your contact information is 
correct.  Scroll down to the 
bottom.
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Step 6:  Edit or Move On

If changes are needed, press 
“Edit”.

If no changes are needed, press 
“Next”.



Step 7:  
Verify your dependents and 
beneficiaries are still the same.  

If you need to add one, press 
“Add”.

If not, swipe down.

Note:  If you add a dependent or beneficiary 
here, you MUST provide documentation to 
Terri by April 17th.
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Step 8: 
If you need to make any changes 
to a dependent or beneficiary, 
you can click the vertical ellipses, 
and select “Edit”.

When finished, press “Next”.

Note:  Ensure you have at least one beneficiary added for the 
company-provided life insurance.



Step 9: Medical Plan Choice
The first area shows the plan you 
are currently enrolled in.  This 
makes it easier to select it if you 
want to keep it for this year.

Scroll down to find the plan you 
want.

Note:  You can view more detail about each plan 
by clicking “PLAN DOCUMENTS”
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Step 10: Medical Plan Choice
Check a box next to the plan you 
want.

Select if you want to cover you, 
your children, and/or your family.

On some phones, from this view  
we cannot see our dependent’s 
names.  Turn your phone to 
widescreen…



Step 11: Seeing the dependents
Now you can see the dependent 
names.

You can also see a navigation 
appear on the right side.



Step 12: Choose Covered Dep’s
Most will select the very top box 
to select ALL dependents to be 
covered.

You can uncheck those you no 
longer want to be covered by the 
plan individually.  (Turn your phone 
to see their names)

When ready, select “Enroll”.



Step 13: Sign Spousal Form
To sign the spousal surcharge 
form, click the blue words here.

Note:  You are required to fill this 
out.  On the form, you can 
indicate if you do not have a 
spouse.



Step 14: Sign Spousal Form
Check one of the three boxes.

Click this box to sign.

Press “Complete” when done.



Step 15: Sign Tobacco Form
To sign the tobacco affidavit, click 
the blue words here.

Note:  You are required to fill this 
out.  On the form, you can 
indicate if you do not use 
tobacco products.



Step 16: Sign Tobacco Form
Check one of the three boxes.

Click this box to sign.

Press “Complete” when done.



Step 17: Select Vision Plan
The first area shows the plan you 
are currently enrolled in.  This 
makes it easier to select it if you 
want to keep it for this year.

Scroll down to find the plan you 
want.
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Step 18: Select Buy Up or Regular
Check one box next to the plan 
you want.

If you are enrolling in the medical plan, you 
must pick either one of these options.  

The “Optional Buy-Up” plan adds cost to you, 
but the “Company-Sponsored Vision” is 
included with the medical.

Note:  Nobody should decline vision coverage, it’s 
included.  You must pick one if you’ve chosen a 
medical plan.



Step 19: Choose Vision Dep’s
Select the radio button that matches 
what you selected for medical.  

Next select the dependents.  You 
must select the same dependents as 
you did for medical.

Press Enroll when done.
Note:  Whatever you select for medical must be your choice 
throughout.  IE: You cannot select “Employee Only” for 
medical, and select “Employee and Family” for vision.



Step 20: Review and Finalize

This screen will outline all of the 
benefit information.  

The total amount per paycheck that 
YOU are responsible to pay shows at 
the top.

Scroll down to view.
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Step 21: Review and Finalize

Scroll all the way down to review 
your choices.  You will see “Current 
2020 Benefits” which shows 
everything you have signed up for. 

The cost in green is what YOU will be 
responsible for.



Step 22:  Finalize

Scroll back to the top if you are 
happy with your selections.

Press “Finalize” when you are 
finished making your choices.

Note:  You have until April 17th to go 
back in and make changes, even if you 
select “Finalize”.



Step 23:  Completed.

When you see the 
“Congratulations!” message, you are 
all done with enrollment and can 
close out of paycom.


