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Accessing the Benefits Enroliment Guide

Like previously communicated, the benefits enrollment information will be available online this year in
our new learning management system through Paycor. You must complete this benefits enrollment
guide in the learning management system before enrolling in benefits for 2021. Open enrollment begins
on November 10™. We want to make sure you are able to access this course, so we have come up with
some instructions to help!

If you have not registered for Paycor

If you have not registered in Paycor, this will be your first step. (If you have already registered in Paycor
please skip to the next section labeled “Accessing Learning Management from your Profile”.)

1. Inany web browser, go to https://secure.paycor.com/accounts/userregistration/register

- Registration X + - = <
€ C & secure.paycor.com/Accounts/Registration w B @‘ :
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Paycor 5

LET'S GET STARTED I

Start the signup process by telling us a little bit about who you are.

Access Code B

Last Name

Email

Cancel

Privacy - Terms


https://secure.paycor.com/accounts/userregistration/register
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2. Enter your personal information and access code to verify your identity (you may be asked to
provide your social security number and birth date).

Your access code is: 123553
=
Paycor

LET'S GET STARTED

Start the signup process by telling us a little bit about who you are.

i
[ Access Code

123553 ::z
Last Name g

| McTesterson
=
Email 4
selfservesuperhero@gmail.com I
|

Cancel
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Privacy - Terms
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3. Check your email as you will receive a confirmation email from Paycor. In that email, click the
blue “Confirm Email Address” button.

Paycor

>
Paycor.

VERIFICATION IS ON ITS WAY

emall to verify your account and continue setup. You're almost finished with registration. Click the button below to confirm
your email address and complete the process.

| Confirm Email Address

Paycor will never send you an email requesting personal information.
View our FAQ to learn more about keeping your account safe:

Check your email |
We just emailed you a confirmation link. Click the link in the ‘ Thanks for signing up for Paycor through Wolverine Human Services Inc!

Need to resend the email or change your email address?

© 2020 Paycor, Inc.  Privacy Policy ~ Terms & Conditions ~ Contact RAYLOL.COM/Iadsisignin

4. Enter your Date of Birth and your Social Security Number and click “Next.”

VERIFY YOUR IDENTITY

Verify your identity to continue registration and keep your account safe.

Date of Birth Social Security Number

06/15/1980 ee0scecoe {é

Cancel
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5. Click on “Create New Account”

Create your

SIGN IN CREDENTIALS

Please pick your credential option:

Create New Account (most common method)

Use this method if this is your first time registering with Paycor.

Merge Paycor Accounts

Use this method if you already have a Paycor account and you'd like to unite them under one
login.

6. Create a new username and password for signing in. Scroll through and read the end user
license agreement and check the check boxes agreeing to those terms. Then click Next.

Create your

SIGN IN CREDENTIALS

Username Please read and accept our End User License Agreement to
continue
‘ ‘ customer service inquiries, you can reach Paycor at -
855-565-3285. Your questions, complaints or claims
Password with respect to this agreement should be directed
to:
| 5| v |
Paycor, Inc.
Pretty good. 4811 Montgomery Road
Cincinnati, OH 45212
Retype Password Attn: Legal Department
seesesnnnay o v, ‘ -

| agree to allow Paycor to send me electronic
communications

| agree to Paycor's End User License Agreement
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7. Click “Skip Account Recovery Setup.” You will be able to set this up later in your settings.

Choose your

SECURITY SETUP

Set up your preferred method for protecting and recovering your account

B Authenticator (recommended method)

Enable Authentication

™ Phone
Enable Phone Authentication
bd Email

+ selfservesuperhero@gmail.com

Skip account recovery setup

8. Setup your security questions and click “Complete Registration.”

SECURITY QUESTIONS

SECURITY QUESTIONS

If you forget your username or password, we'll use these questions to help verify your identity and sign you back in

Question 1 Answer 1
Question 2 I} Answer 2
Question 3 Answer 3
Question 4 Answer 4

‘ - ‘
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9. Click “Sign In Now”

THANK YOU

@ Success!
You're finished and ready to use Paycor. We're looking forward to working with you.

We'll redirect you in 5 seconds...
10. Sign in and start using Paycor!

Username

McTesterson55

Forgot your username?

Password

Forgot your password?
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Accessing Learning Management from your Profile:

1. Onceyou are logged into your account, click on the Me Tab at the top of the page.

PERFERM

Home Company Employees | Me

Good Evening, Test
Profile Summary Pay Stubs W-2 Customize Homepage

MY SCHEDULE View Schedule >

PNl S e S L N A

2. Inthat dropdown list, click on “Learning”

PERFERM
Home Company Employees Me
Good Evening, Test fime Gard
Pay Stubs

Profile Summary Pay Stubs \
Benefits

MY SCHEDULE Profile Sirmary View Schedule »

Tasks & Notifications

OCT 29 to NOV 2

-~ - -_—aA A ~

3. Once you click on learning it will take you into the Learning Management System. You will get a
welcome message that pops up. Click “Continue to my dashboard”

Hello, Test McTesterson

Continue to my dashboard

BAlways show this message on the Home page
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4. On your dashboard you will see a tile with the benefits enrollment guide. Click on it.

All In Progress Overdue Not Started Completed

Q, Search for assigned courses and learning paths

Wolverine Human Services -
Benefits Enrollment Guide

Due 11/30/2020

Start this course

¥

= Modules * Review:
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6. Click “Start Course” one more time after the course opens

\\\\§\

Siverl

7. Read through ALL the pages and details of the plans so that you are well informed about all of
your benefit options. At the bottom of each page you will click the continue button to move to
the next page. At the very end of the course, you will click “I understand my benefits rights”

| UNDERSTAND MY BENEFITS RIGHTS

8. Click Continue

CONTINUE

[

9. Read through the last section titled “Summary and Contact Information”. When you get to the
very end you will see “Thank you for your time”

Thank you for your time!
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10. When finished click either “Next Module” or “Exit” buttons in the upper right-hand corner of

your screen.
M NEXT MODULE

11. Once you have completed the course, you will see that the course now shows 100% complete.

Wolverine Human Services - Benefits Enrollment Guide

This course will be available to you through the end of the open enrollment period. Once completed,
though, the course will no longer show up in your home page dashboard. You will need to go to the
“Completed” section to find it again. You can either click on the green completed circle or on the
completed tab to get there.

Overdue Completed

All In Progress Overdue Not Started Completed =
R Calendar
Q, Search for assigned courses and learning paths
< | | toda >
N © October 2020

Sun Mon Tue Wed Thu Fri Sat

Feel free to come back and reference it at any time. Please remember that each time you come back to
this course; you will need to complete it again to stay complaint. We highly recommend downloading
and saving all of the fact sheets and other important data so that you have it readily available for your
reference.

Please let us know if you have any questions at all.



