How to Upload Documents in Paycor:

1) Log into your Paycor account.

* Follow these instructions to upload your Wellness Form, Spousal Attestation Form,
Documentation for QLE’s (Qualifying Life Events), Benefit Claim Forms, or any other
benefits related document.

2) In the upper right corner, click on your circle Profile Menu and then select “Benefit
Elections”. This will direct you to your Benefits home screen.
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3) Inthe blue banner, select “My Profile”.
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4) Inthe menu bar on the left side of the screen, select “Employee File”.
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5) You will see a list that includes you and all of your dependents that are entered into the
system. Next to each name, there is a “View and Upload Documents” link. Click on the
link next to the person you are uploading the document for.
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6) Select the Document Type (use Other Document if you are unsure). Select and upload
your file and fill out the Title, Description, and Document Date fields. Click the blue
“Save” button to upload your file.
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* Fields are required

* Document Type ‘ Unspecified v ‘
*File Choose File | No file chosen

*Title ‘ ‘

* Description ‘ ‘

* Document Date ‘W




