
Using the NMHU Portal, login to Paycom ESS
and navigate to benefits enrollment. 

Review/Update Personal Information and
Dependents and Beneficiaries. 

Select new Medical, Dental, and Vision
benefits. Review/Select supplemental and life
plans. 

Review your selections, sign and FINALIZE. Please
note the amount per payroll is not accurate and
includes current, active benefits. 

LOGIN TO PAYCOM

REVIEW INFORMATION

UPDATE BENEFIT PLANS

SIGN AND FINALIZE

Step by Step 

Benefits Open
Enrollment

Questions? Email benefits@nmhu.edu



Using the NMHU Portal, login to Paycom ESS and
navigate to benefits enrollment. Select the
Notifications icon in the navigation menu and
select 2026 Benefits Enrollment. 

LOGIN TO PAYCOM



Review/Update Personal Information and
Dependents and Beneficiaries. You will need dates
of birth and social security numbers to add
dependents or beneficiaries. 

REVIEW INFORMATION



Select new Medical, Dental, and Vision
benefits by clicking ‘Review All Plans’ in the
top right. Review plans labeled “NEW.”
Review/Select supplemental and life plans. 

UPDATE BENEFIT PLANS



Attention! Please note that the total amount shown per pay period is NOT accurate. This amount currently
includes both your active plans that end on June 30 and your new plans that begin on July 1.

To calculate your new benefit deduction amount, subtract the cost of any current medical, dental, and vision
plans (listed towards the top) that are not labeled “NEW” from the total amount shown. 

You may also use the “How Do Benefits Affect My Pay?” tool. Click the link and update the effective date to
7/1/2026 to view a more accurate estimate of your future benefit deductions.



Need more information on plans/cost? Click on any of the “New” plan options and then click the Documents
tab to find the Benefit Rate Sheets and Benefit Comparison Grid. 



Review your selections, Sign and FINALIZE. You
must click the Finalize button on the bottom right
to submit any new changes!

SIGN AND FINALIZE



Open enrollment is from April 1st to May 1st. Benefit enrollment forms
will be submitted to the state benefit administrator by May 1st. No

changes or updates will be allowed after this time. 

We will start to receive confirmation of benefits between May 1st
and June 30th.  

You will also receive a confirmation to your home address.
 

On your first check in July, check your benefits!
Check for any issues or errors in deductions. 

If you see any issues or have any questions, let us know ASAP!

Now What?
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