
CITY OF MERCED: EMPLOYEE ONLINE ENROLLMENT

INSTRUCTIONS FOR 2016 BENEFIT ELECTIONS

BENEFIT COORDINATORS CORPORATION
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WELCOME TO BENXCEL!
 For 2016 benefit elections, you will be using BenXcel® – Benefit Coordinators

Corporation’s (BCC) online benefit administration website.

 Open Enrollment will begin on Monday, October 5th, 2015.
 Open Enrollment will end on Saturday, October 31st, 2015.

 You can make changes at any time during Open Enrollment. Once Open
Enrollment ends, no changes can be made unless a qualifying event occurs.

 After Open Enrollment, you can use BenXcel throughout the year to make
changes to your personal information and/or to change your benefit elections
after a qualified life event.
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BENXCEL SUPPORT

BCC’s Customer Service Call Center: 800-685-6100

 Monday – Thursday: 5:00am – 5:00pm PT

 Friday: 5:00am – 3:00pm PT

 Password Changes

 Enrollment Verifications

 FSA Account Balances

 COBRA Inquiries
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REGISTRATION & AUTHENTICATION

 Go to The City’s BenXcel log in page: 
https://www.benxcel.com/ctymer.htm

 Click the REGISTER NEW USER icon

 Enter a unique User ID of 1-20 characters

 Enter a valid e-mail address

 Choose your user type

 Click NEXT

https://www.benxcel.com/ctymer.htm
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REGISTRATION & AUTHENTICATION

 Select SSN as your ID Type

 Enter your SSN in the Participant ID box

 Enter your last name in ALL CAPITAL LETTERS

 Enter your zip code

 Enter your date of birth (mm/dd/yyyy)

 Click NEXT

 Enter a password 

 Verify the password

 Click SUBMIT
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ENROLLMENT

 To make your Open Enrollment benefit 
elections, click ENROLLMENT from the 
left menu frame

 Choose OPEN ENROLLMENT from the 
welcome screen that appears

 Click NEXT

 You must start at the beginning of the enrollment process and go through each page
and coverage for successful submission

 If you exit before submitting your enrollment, you can choose to pick up where you
stopped or start enrollment over again upon your next log in
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ENROLLMENT: Personal & Dependent Information

 Your enrollment process will be shown in
the left fame ENROLLMENT LIST

 PERSONAL INFORMATION: enter/verify
all personal information

 DEPENDENT INFORMATION: enter/verify
all dependent information

 When adding a dependent, you can click
the COPY ADDRESS FROM PARTICIPANT
to auto-populate address information if
it is the same
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ENROLLMENT: Benefit Elections

 Each benefit has it’s own enrollment screen. Use the
BACK and NEXT icons to move through the screens.

 A PREMIUM ACCUMULATION calculator (top right of
your screen) will auto-calculate your accumulated
contributions through each enrollment screen after
clicking the CALCULATE icon.

 If declining, select the DECLINE radial button.

 If electing, select the ELECT radial button, indicate
which plan, and choose the appropriate coverage
level from the drop down box.

 If choosing a coverage level that includes
dependents, click the ELECT boxes next to each
dependent that should be included in the
DEPENDENT section.
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ENROLLMENT: Premium & Enrollment Summary

 This is the final enrollment screen that details each coverage, plan, enrollment level,
and dependent covered; along with the cost of each benefit elected.

 Review all information presented, as well as the ACCEPT text at the bottom of the
screen.

 If you see anything that you would like to change or that you may have elected by
mistake, use the BACK icon to make changes.

 When you are finished and satisfied with your elections, you must select FINISH &
PRINT or FINISH/NO PRINT for your enrollment to be submitted.
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BENEFITS AT A GLANCE
 You can access an online 

snapshot of your benefit 
elections through the 
BENEFITS AT A GLANCE 
option in your left menu 
frame.

 This snapshot will include 
benefit elections, 
dependents enrolled, 
beneficiaries, costs, etc. 
from the past, present, or 
future dated elections.


