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PEO Annual Enrollment Phase 1 Workflow  

 Phase 1 Enrollment in Paychex Flex® Job Aid 

PEO Health and Benefits annual enrollment phase 1 elections are selected in the revised Paychex 

Flex workflows, bringing the Phase 1 experience in line with the rest of the Paychex Flex 

application. The Paychex Flex Phase 1 experience is available on any internet-connected tablet 

or computer that supports HTML5. This job aid outlines the Phase 1 process in Paychex Flex. 

For the best results when working with clients, recommend that your clients read their reports 

and contribution and participation rules, available in the header of each step, before accessing 

the Flex workflow so they know what plans they want before working in the system. 

Access and Navigate H&B Phase 1 Benefit Election 

1. Log in to Paychex Flex. 

 

2. Click Annual Enrollment – Choose your offerings or click Health & Benefits in the 

sidebar and click Annual Enrollment – Get Started from the Health & Benefits Screen. 
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3. The Phase 1 workflow begins with a welcome screen. There are two reports to review 

prior to entering the workflow to help make plan selection decisions. 

a. New Plan Options & Premiums provides a list of all plans that the client may 

offer and will through the Phase 1 employer plan selection process. 

b. Current & New Plan Options provides a side by side comparison of all plans 

currently offered and the same plans if they are available in the new year. 

Click Begin to continue. 

  

At any time during your benefit election process, click Benefits so Far in the upper-right 

corner to open the drawer and review the elections you’ve made so far. 
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4. Begin your annual enrollment process on the checklist screen. Each step will mark 

complete and unlock the following steps. The first step in the process is to review and 

modify employee classes. Click Start to begin. At any time in this process, you can click 

Save & Finish Later to return at another time. 

 

5. Let’s begin with employee classes. Each step in the benefit election process has a 

completion meter at the top of the screen so you can tell what is left in this step. 

You can review your existing classes on this screen. Click the arrow next to the class to 

view or edit the class details, or click Add to create a new employee class. 

Note: Class code changes are only required if the you know the employee(s) require a class 

change for the new benefit plan period. 

Click Continue to review and assign employee classes.
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6. To add a new class, enter a Name and a Wait Period in days. Click Save. Click Continue 

to assign employees to classes. 

 

7. A list of all employees displays, including current employee class. Select a Future Class 

next to the employee name, or if you need to assign multiple employees to a class at 

once, Click Batch Assign. Click Continue to complete this step once all class 

assignments are complete.
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8. To batch assign, select the employee class with employees you wish to assign. 

 

9. Select the employees to assign and click Apply. 
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10. Select the new class code and click Confirm. 
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11. The Employee Classes step is marked complete and unlocks the benefit election steps in 

the process. You can revisit any previous steps by clicking Revisit or you can select any 

other step in the workflow by clicking Start. Depending on your completion of each step, 

you may also Resume or Revisit your selections. You must complete all steps before 

unlocking Review & Submit to finalize your elections. 
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12. Select which medical plans you will offer during the next plan year. Any plan currently 

offered is labelled with a blue Current icon. If a prior-year plan with employees enrolled 

is no longer available, a message displays indicating the plan is no longer available and a 

new plan must be selected.

 

You can view a complete listing of all plans and benefits, including contribution rules and 

plan participation rules, by clicking the Contributions & Participation Rules link in the 

header. Certain plan combinations may not be available, and the system displays an error 

message if you select incompatible plans, but the Contribution & Participation Rules 

document will explain the plan combinations in more detail.
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13. For clients whose plans offer benefits packages, select the package on the medical 

screen by clicking Select next to the desired package. Then, select the specific plans from 

that package like you would for any non-packaged plan. 

 

14. Click the Person icon next to each service area to view employees eligible in the area. 

 

  



PEO Annual Enrollment Phase 1 – Flex Workflow 

 
April 2019 

PEO Annual Enrollment 10 
 

15. Click the dropdown arrow next to any plan cost to view a breakdown of plan costs. This 

section also contains a PDF of the Benefits Summary for each plan. 

  

16. If you have employees who are not covered by any selected plan, an error message 

displays. Click Skip to continue or Fix to return to the plan selections and correct the 

error. This message may display even if all employees are covered, depending on the 

combination of plans selected. Verify employee coverage and continue as needed. 

 

 

17. If you do not wish to offer medical plans, check the Don’t offer any medical plans box 

at the bottom of the screen. A warning displays to make sure you are removing medical 

coverage. 
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18. Click Continue after you have selected your health offerings. 

19. Assign your plans to your employee classes by checking the applicable employee class 

checkboxes for each plan offered. Click Continue to set contribution amounts.
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20. Set your contribution amounts. You can set these individually per plan, per employee 

class, or you can also set contributions across the board by Employee Class or Coverage 

Level by clicking Select next to the contribution type you wish to use. 

 

 

The system has built-in logic to help meet the minimum contributions for each plan type 

and will display an error if you enter a lesser amount. 
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21. The Apply Contributions wizard displays. You can set contributions by a dollar amount or 

percentage. Click the $ icon to contribute a dollar amount, or the % icon for percentage. 

 

22. After you’ve set your contribution amounts, click Continue to complete this step. The 

Annual Enrollment checklist displays. Click Start on each next step to continue through 

the checklist. Repeat the steps above to select each additional benefit offering in the 

checklist.
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23. Certain benefit offerings are 100% employer paid, such as short- or long-term disability, 

while others are employee paid, such as group life or voluntary insurance. In these steps, 

the mandatory offerings are automatically selected. These steps do not require employer 

contributions to be set. 
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24. Once you’ve selected plan offerings in each category of the checklist, you can Review & 

Submit to complete Phase 1 enrollment. Click Start to begin review. 
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25. Review your selections for each plan offered. Use the View By Class dropdown to filter 

the view to read the classes more easily. Click Print Summary to open a printable PDF of 

your elections. If you need to make changes to any benefit, click Make Changes next to 

the benefit category to go back to that step in the checklist. If you made class code 

changes, a section displays to review any changes. 

 

 

26. When you are sure of your selections, click Submit. 

 



PEO Annual Enrollment Phase 1 – Flex Workflow 

 
April 2019 

PEO Annual Enrollment 17 
 

27. A confirmation page displays, including a transaction number for your submission and 

the option print the confirmation for your records. If your Phase 1 window has not 

ended, the option to make changes displays.

 


