
Enterprise Benefits Online System 
Instuctions for New Hires or Newly Eligible Employees 

Log into Web Pay Employee Self Service in Paylocity by visiting https://login.paylocity.com 

Use your current username and password, click HR & Payroll the select “Enterprise Benefits” from the drop down 
menu. This will take you directly to your enrollment site. Once in the site, click on "Enroll Now" to begin. 

 

 

                      

  

                

   

 

Enter: 
• Company ID 
• Username 
• Password 
• Click Login 

Click: 
• HR & Payroll 
 

Select: 
• Enterprise 

Benefits  

https://login.paylocity.com/


 

       

 

 

              

 

 

Note:  
Do not use the Back and 
Forth Arrow keys. Use 
the Home Icon only. 

Select: 
• Start Your Enrollment 

 

 

Employee Information: 

 

• Review Employee 
Demographic 
Information 

• Any updates will need 
to be made in the Self-
Service Portal. Those 
updates will reflect in 
Benefits Enterprise 
within 24 hours 
 

• Select I agree at the 
bottom of the page 
 

• Select Continue in the 
right sidebar menu 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Family Information: 

• Review Family 
Information 

• Select Edit to change 
an existing 
dependent’s 
demographic 
information 

• Select Add 
Dependents to enter 
a new dependent 

• Select I agree at the 
bottom of the page 

• Select Continue in the 
right sidebar menu 

New Hire Enrollment: 

Enroll or Decline 
Benefits: 

• Select View Plan 
Options 

• Select which 
Dependents to cover 

• Select Continue 
• Select View plan 

details to review 
Benefit summaries 

• Select to Enroll in a  
Plan or Waive to 
decline the option 

• Select Continue in the 
right sidebar menu 
 



 

         

         

 

 

 

Note:  
Basic Employee Life including 
AD&D, Long Term Disability and 
Employee Assistance plans are 
automatically enrolled and paid 
by the employer.  
 
 
Follow the steps outlined below 
to complete the rest of the 
benefit options available to you.  
 

• Select View Plan Options 
• Select View plan details to review 

Benefit summaries 
• If enrolling select the 

appropriate Coverage Amount in 
the dropdown menu 

• If not enrolling select Waive to 
decline the option 
 

• When finished Select Continue in 
the right sidebar menu 

 

 

 



 

      

      

Complete 
Beneficiaries 
 
• Enter the 

percentage(s) so 
that in total it 
equals 100% 
 

• When finished 
Select Continue in 
the right sidebar 
menu 

 

 

 



 

 

        

 

 

 

 

 

 

 

 

 

 

 

Review and Confirm 
 
• Review all selections 

 
 
 

• Select Edit Selection to 
go back and make any 
changes 
 
 
 
 

• When finished Select  
I agree, and I’m 
finished with my 
enrollment  
 
 

 
  

 

 



 

 
 

 

 

 
 
• Click Complete 

Enrollment to submit 
your enrollment to 
your location 
administrator for 
review and approval 

 

 
Enrollment 
Complete 
 
• Click View, 

Email or Print 
a copy of your 
statement 

• Click Logout 
located upper 
right corner 


