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Benefits

Login to Dayforce using Google SSO

Step 1: Log into your Google account using your work email; if you need to switch accounts
select the profile icon to select the LAT account associated with SSO.

Step 2: Select the apps and scroll down until you see the Dayforce app
Step 3 Click Dayforce
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To start New Hire Enrollment

To begin your benefits elections, please follow these steps

1. Click Navigation
2. Select Benefits

3. Click Start Enrollment to begin your New Hire Enroliment

To ensure a smooth enrollment process, we recommend completing your enrollment in one
sitting. Dayforce does not save partial entries, so if you exit before finishing, you will need to
start over.
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Enrollment"

lease click “Start Enrollment” and

=

In Process Start Enroliment

For more information regarding the company’s banefit
offerings, please visit CA Times' Benefits website
at hupsiVbensfits.calimes.com/

For questions, please email the CA Times Benefits Team at
catimesbenefits@caltimes.com
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Navigating the benefits New Hire Enrollment page

A. This displays which Section of the enroliment process you're currently updating
B. Click the Continue button to move forward to the next step. Use the scroll bar to locate
the Continue button if it's not displaying
C. Your Selections displays which Selections you’ve accessed and completed.
a. - Indicates which option is currently displayed
b. & Displays when Selections are completed
D. Use the scroll bar to move up and down the page
ety Your Selections

(2 Bectronic Consent

Select a Plan
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Entering Data during Enroliment

During Enrollment, there will be forms or data that need to be updated. Adding a Beneficiary is
one example. Use the following steps to enter that information.

1. Click the +Add Beneficiary button

2. Complete all the fields

3. Click the Continue button

New Hire Enrollment

Beneficiary Information

| designate to recaive the banelits fram your insurance/retirement plans. Please add any benaficiary wha is not

Dependents
No Dependents Added r
Add Beneficiary @
ey Primary Address
Additional Beneficiaries ¥
i A
No Beneficiaries Added Middle Name 832
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Finish Later ) [ Back Phone Number Ad
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Completing Enroliment
When you are prompted to Accept the Payroll Authorization option, you have completed the

final option in the Enroliment Selection.

.. Show More

Select a Plan
Ermplayee Only

Payroll Authorization - | accept

(" Finish Later ) | Back )

You are prompted to review your enroliment Selections.
Click either Finish Later or Submit if you’re finished

Mew Hire Enroliment

Review

gasa review the summary of your elections. You are no!
Your Selections
elect to receive all employee benefit materials and notices

Electronic Consent

Bundled Flan

Electronically
Effective from 5/1/2024

Waive Medical Coverage
Effective from 5/1/2024

Meadical Plans
Your Annual Gontribution: $0.00

Dependent Care FSA Waive Dependent Care Flexible Spending Aceaunt

Payroll Authorizatien Fayrall Authorization - | accept
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Next you're prompted to print your Enroliment Selections

MNew Hire Enroliment
Next Steps
b i
-
Submitted!
CCI'(_Ir.'I.:'d'\IUI'S! Your enrcliment has been submitted.
(B prm )
i t 18, you will no longer be able to see th t Fi print Id s
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Benefits Approval

Once the enroliment is submitted it will go through the benefits admin team to be reviewed and
approved before your benefits become Active. Once approved you will receive a notification in
the Message Center. You can click the Print Form button to print out the final approval with costs
of benefits.

Config Site (2024.1.03.7) -

= dayforce [anv ‘ Q, Search Dayforce ‘
QRefesh | # Select SO Search T Delete = Markas
Q Inbex ) Inbox
Messages ] @ seefaniaBradiey TRANSACTION APPROVED: The New Hire Enrollment transaction for Dillon McMaster was approved.
B Repors
0@ esskspino TRANSACTION APPROVED: The DE4.Califarnia - 2024 transaction for Dillon McMaster Mcaster 700160 wias approved.
@ vovficatons -]
e 00 @ esskspino TRANSACTION APPROVED: The Federal WA - 2024 transaction for Dillon McMaster McMaster 700150 was approved
[# Drafts [ @ )adeperez TAFW Request Has Been Rejected
o Senc
[] @ Dillan McMaster McMaster TRANSACTION SAVED: The Emergency Cantacts transactian for Dillan McMaster McMaster 700160 was saved.
B Trash

€Back @ Delete  m Mark s Unvead Brint 105 > X

inbox
@ -] o TRANSACTION APPROVED: The New Hire ion for Dillon was approved.
Messages
From 61712024, 10:40 AM
o T
e Mcisgster submited by O 61412024 5:44:38 P Was 3paroves.

New Hire Enrollment.
employee Name: Dillon MeMaster
Pay Frequency: Gi-Weekly
Recent Hire Date: £/29/2024

Your Selections

Electronic Consent “l elect to receive all employee benefit materials
and notices k

M’_JMMWW

Payroll Authorization Payroll Autharization - | accept
o Sent Effective from §/1/2024

NOTE: If you enrolled dependents, you must submit dependent verification within the 30-day
enrollment window. This submission must be approved before your benefits can be effective.
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Dependent Verification

This section can be located under Benefits, Dependent Verification, In Progress. If a
dependent is added, you will need to provide documents for your dependents. If this step is not
completed, your dependents will not be added to your coverage. Dependent verification must be
uploaded within 30 days from the event date to complete your enroliment.

Click on Upload Documents and add supporting documentation. Required documentation for
dependents is located in the benefits portal: https://benefits.caltimes.com/enrollment-resources/

Overview  CurrentElections  History ~ Dependent Verification  Forms
Save 4% Refresh |

In Progress

You have requested to cover one or more of your dependents within a benefit option.

Please submit the required supporting documentation for those dependents on or before the Due Date.

» Ev'sP*!ile'/_ Spouse — i Pending — 2452025 — :
Click on Add Documents
Upload Supporting Documentation X

To upload supporting documentation, click the "Add Documents” button below. After
uploading all required documents, you may enter any comments if desired. When finished,
click OK.

No Documents Uploaded

Camments

Add Documents Cancel QK
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https://benefits.caltimes.com/enrollment-resources/

Click on Browse for file(s). Locate the document on your computer to upload.

Upload Files X

Drag and Drop File

We allow enly: jpg. png. .doc. .docx, pdf. .html, .csv, =i, bmp. .zif. jpeg

Document Type Action

Click OK. You will then be prompted to click on Save.

IMPORTANT:If you do not click save, your document will not be sent to the Benefits team.

Upload Supporting Documentation x

To upload supperting documentation, click the "Add Documents” butten below. After
uploading all required documents, you may enter any comments if desired, When finished,
click QK.

1649972742202.jpg M

Comments

Add Documents Cancel
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Once documents have been uploaded and approved, you will see them in this completed
section.

Completed

The following dependents have completed the dependent verification pracess.

Name Relationship Status

» Elvis Presley Child © Approved

Contact for help

Note: If you need assistance, contact catimesbenefits@latimes.com

END
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