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CVUSD Uses One Way to Login to Flock

PAYCHEX

Email based logins
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Non-email-based logins: Username



1. Invitation Email

You will receive an initial
informative email from

your Benefits Specialist, Hi Tom,
then an email from Flock o o
. You are invited to join Flock Demo Company's benefits
we I comin g yo u an d management platform. By signing up, you will be able to enroll in
- - . company offered benefits, view and make changes to your
p I’OVId | n g th e JO' n I | n k . enroliments, and access additional benefit documentation.

Please click on button below and join the flock.

Get Started

Please copy/paste this link if above button does not work.

https://app.helloflock.comfusersfinvitation/accept?
invitation_token=BMNBdHxsVK3ipogrRdewC

Thank you

Flock Team

If you did not make this request, please contact supporti@helloflock.com

Download our mobile app to get work done anytime, anywhere.

» C.:..ﬁgle Play | ¢ A;-ip Store
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Click Get Started
to configure your
password




2. Password Creation

Before you can log in,
you'll need to create a
password.

Once you click Set my
password, you will
immediately gain access
to Flock.

PAYCHEX

Set new password

Your password needs at least:

o 8 characters
o one uppercase & one lowercase character
o one number & one Special Charactere.g. # % @

Secure Password

Confirm Password

Set my password
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3. Update Profile

Update your profile
ensuring all personal
information is correct.

Hi Tom, Open Enroliment is active. Enroll in your employee health benefits. Enroll Now

e

Profile

Nickname Hire Date Job Location

February 11, 2020 California

Note: Your profile is

Hammerschmidt, Tom

Personal

tom@abacussoftware.com

Job Title

Primary Phone

private and only visible to Product Manager NA
J Employment
you, and CVUSD'’s
. H H Compensation
Benefits Specialist. :
N Employment Information
ayro
HIRE DATE EMPLOYMENT TYPE JOB TITLE
Emergency Contacts 02/11/2020 Full-time Product Manager
JOB CATEGORY EEO JOB CATEGORY MANAGER NAME
Tasks Johnson, Jerry
Documents DEPARTMENT LOCATION EMPLOYEE ID
Marketing California
Dependents
EMPLOYMENT STATUS
Active
Beneficiaries
Integrations
Custom Fields
PAY RATE PAY-RATE HIPAA CERTIFICATION
$15.00 $15.00 false

PAYCHEX
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4. Enroll in Benefits

Vi
Enter the Benefits My Benefits

Enrollment flow

My Benefits

Current Enroliment Open Enroliment Dependents Beneficiaries

Benefits as of Today - Download Enroll / Update

Note: To Enroll or Update your benefits please click the Enroll/Update button on the right. After your new hire eligibility window is closed, you will not be able to make changes to your
elections until Open Enrollment or you experience a qualifying life event. If you have any benefit questions, please consult your company admin or benefits broker.

You are eligible to enroll,
click the Benefits icon in
the left-hand navigation
menu. Then, click the
Enroll/Update button to Total Cantrbutions (Semi-manthiy)
start the enroliment

Hammerschmidt, Tom Note: Open Enroliment elections pending. Click here to complete.

TJ_°b Title‘ Employee Employer
process. Sl Mmgst $0.00 $11.40
Location
Expand All
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4. Enroll in Benefits: Add Dependents

View, change or add Benefits — Current Year Enroliment
dependents

This step lets you add ﬁ Hammerschmias, | Dependents

Tom
and verify dependents at , S | _— |
. Edit dependents’ information here. To add/edit dependent coverage, update their benefits enroliment. (life event, open
the time of enrollment, so ) enroliment, etc).
() Getting Started
you can also select and
add them to plans in the

@ Dependents Mary Murphy Spouse Female 02/29/XXXX ~ XXX-XX-4456
next steps.

) . . FIRST NAME LAST NAME RELATIONSHIP GENDER DATE OF BIRTH SSN
(~) Basic Information

(4) Medical

'5' Dental Back Save & Proceed

(6) vision

Support documents are
required after submitting
selection to ensure @ Employes Assistance
dependent coverage. 9 Beneficiary

(7) supplemental

(10) Additional Info

(11) Review & Submit
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4. Enroll in Benefits: Enroll Dependents

Remember to enroll
your dependents

To enroll your dependents
on a plan, select them at
the top of the page.

Then, select the plan that
best suits your needs.

For Anthem, select the

plan with Rx to ensure
prescription coverage!

PAYCHEX

Hammerschmidt,
Tom

) Getting Started

O]

|,:u Basic Information
|~.:/| Dependents

° Medical

(5) Dental

) Vision

NC

(7) supplemental

() Employee Assistance
."é':j- Beneficiary

(10) Additional Info

-1:1- Review & Submit

Benefits — Current Year Enroliment

Choose Medical Plan

Need help in deciding on the best plan for you?

Dependents

Choose dependents who you want to cover in this Medical Plan

Mary Murphy
Spouse

Eligibility Questions

Answer these questions to see your eligible plans
Have you been diagnosed with Cancer in the last 12 months?

Select a plan

Learn more

' Yes © No

-+ Compare Plans

Excellus & @

PPO 250 Gold
Flexible plan

Deductible (individual) $250
Deductible (family) $500
Rx Generic $5; ded waived
Rx Brand $20
Rx Specialty $40
Office Co-Pay $25

What will this cost me?
Administrator

+ SELECTED

Plan Details

--- Refer to your HR
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4. Enroll in Benefits: Select a Plan

View or change
your benefits in the
Benefits tab

To make your elections,
select the plan card that
is the best fit for your
needs.

For more plan info, click
Plan Details.

PAYCHEX

Hammerschmidt,
Tom

() Getting Started

|..:n Basic Information
|.:/| Dependents

o Medical

% Dental

-é- Vision

(7) supplemental

|£/| Employee Assistance
-é- Beneficiary

(10) Additional Info

(11) Review & Submit

Benefits — Current Year Enroliment

Excellus ©©

PPO 250 Gold

Flexible plan

Deductible {individual) $250
Deductible (family) $500
Rx Generic $5; ded waived
Rx Brand $20
Rx Specialty $40
Office Co-Pay $25

What will this cost me?
Administrator

+ SELECTED

Plan Details

--- Refer to your HR

Excellus & @

HMO 500 Silver
Economical Plan

Deductible (individual) $5,350.00
Deductible (family) $1,500.00
Rx Generic $5
Rx Brand $20
Rx Specialty $40
Office Co-Pay $20

Please click here if you wish to waive Medical.

Back

Copyright 2022, Paychex, Inc.

Employer Contribution
Semi-monthly

Employee Contribution
Semi-monthly

Plan Details

$300.00

$75.00

Waive Medical

Save & Proceed



4. Enroll in Benefits: Continue Enrollment

Select Additional
Benefits

Continue through the
enrollment flow and either
select or waive each
benefit.

Only select Basic
Dependent Life if you
are adding dependents to
other coverage.

PAYCHEX

Hammerschmidt,
Tom

(~) Getting Started
(~) Basic Information
(+) Dependents
(4) Medical
(5) Dental
(6) Vision
@ supplemental

- Life

- AD&D

- Critical Care
() Employee Assistance
(9) Beneficiary
(16) Additional Info

(11) Review & Submit

Benefits — Current Year Enroliment

[RvRvIR
EOI approval request form : view @

Disclaimer : Please refer to the Product Information Flyer or attachment for a complete description of benefits,
limitations and exclusions. Insurance products and services are generally provided by the listed carrier but not in all
circumstances

ﬁ;HE
HARTFORD

Supplemental Life
by The Hartford

Supplemental Life Insurance Plan Employee Cost
nPlan Fiyer g Plan Detail Semi-monthly
Approved $0.04
Employee Guaranteed Issue Amount Benefit Amount
$50,000.00 10,000.00 -
~| Spouse/Domestic partner Guaranteed Issue Amount
$20,000.00

EOI approval request form : view @

Disclaimer : Please refer to the Product Information Flyer or attachment for a complete description of benefits,
limitations and exclusions. Insurance products and services are generally provided by the listed carrier but not in all
circumstances

Please click here if you wish to waive Life. Waive Life
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4. Enroll in Benefits: Submit Enrollment

Remember to click the
final Submit Enroliment
button to record your
benefit elections.

You can view your
elections and plan
documents at any time
on the Benefit Summary

page.

Remember to upload all
required supporting
documents after you
submit selections.

PAYCHEX

Hammerschmidt,
Tom

|~:/I Getting Started

() Basic Information
() Dependents

° Medical

-%- Dental

(8) vision

(7) Supplemental

(/) Employee Assistance
-é- Beneficiary

(10) Additional Info

-1:1- Review & Submit

Benefits — Current Year Enroliment

Choose Medical Plan
Need help in deciding on the best plan for you?

Dependents
Choose dependents who you want to cover in this Medical Plan

Mary Murphy

Spouse

Eligibility Questions
Answer these questions to see your eligible plans
Have you been diagnosed with Cancer in the last 12 months?

Select a plan

Learn more

) Yes @& No

4+ Compare Plans

Excellus & ©

PPO 250 Gold

Flexible plan

Deductible (individual) $250 What will this cost me?
Deductible (family) $500 Administrator

Rx Generic $5; ded waived

Rx Brand $20

Rx Specialty $40

Office Co-Pay $25

+ SELECTED

Plan Details

--- Refer to your HR
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5. Life Event

To add or remove eligible
Dependent, Spouse or Domestic
Partner to benefits, click on Life
Event.

Benefits

Employees
Broker info

Plans

Be sure to have supporting
documents ready for upload. For a e
list of required supporting
documentation, please refer to the
Benefits Guide.

PAYCHEX

Employees (O

Filter benefits by employee

Doe, Test

Benefits details for Doe, Test

Doe, Test Eligibility Group Hire Date
test@conejousd.org Full Time »# 01/01/2026
750 Mitchell Rd, Newbury ob Category ob Title
Park, CA, 91320 Bronze No test

Test Employee

Sllenlu v

Current Enroliment Dependents Beneficiaries

Benefits as of Today -

Copyright 2022, Paychex, Inc.

Employment Type
Full-time

Pay Frequency
Monthly (12 Pay Periods)

12



5. Life Event

Life Event Enroliment

Select event type and enter full @ o - Life Event Enrollment
event date. Upload supporting N | Lo bvent Dot
documentation. /Ui Event Dot

(@ Note : For eligibility group changes please visit here.

° Basic Information

@ Note : Typically, health insurance providers only accept requests within 30 days of the life change event date. Please contact human resources if you have
any questions.

° Dependents

If additional documents need to be

Event Type* Life Event Date*
uploaded use the Documents tab - oYy -
under your Profile after submitting

Manx file size: 5 MB

L ife Eve nt . Basic Dependent Life

Basic Life AD&D

Beneficiary Save & Proceed

11 Additional Items

5 Medical

12 Review & Submit
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6. Document Upload

Click on your name for the Profile page. Select
Documents from side tab. Upload all required
documentation for review and approval of Life Event.

Failure to provide documentation will result in a rejection
of Life Event. For questions, contact CVUSD’s Benefit
Specialist.

PAYCHEX Copyright 2022, Paychex, Inc.

Profile

Personal

Employment

Compensation

Emergency Contacts

Tasks

Documents

Dependents
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Congratulations on completing
your enrollment!

Questions: Please contact Mia Nelson at mnelson@conejousd.orq.

Copyright 2022, Paychex, Inc.
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