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Get ready 

to enrol

 We’re moving to biennial enrolment 

for the July 1, 2022 to June 30, 2024 

plan years!

 Think about your claims history.

 Anticipate your future needs. 

 Decide which health option is right for 

you for the next two years.
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Log into ADP and click 

the Benefits Café

to enrol online between

May 30 and June 10, 2022

• If you don’t have access to a 

computer, use the kiosks at your 

location to enrol.

• If you’re not at work during the open 

enrolment period, or if you need to 

access the enrolment tool outside of 

ADP, ask HR for the enrolment tool’s 

website address. 

• If you don’t have a Sysco email 

address, provide HR with your 

personal email. It’ll be added to your 

personal information so that you’ll 

receive communication and to ensure 

successful enrolment.

You must actively enrol even if you wish to keep your current coverage.

Log into 

ADP
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Enter your Login ID

Enter your password

Log into the 

enrolment 

tool

Enter your Login ID 

• This is your nine-character associate 

ID that includes both numbers and 

letters and is located near the bottom 

of your pay statement.

Enter your Password

• If you’re enrolling for the first time or if 

you need to re-set your password, 

you can click the “Forgot/Need my 

Password.” 

• To re-set your password, you will 

need to have a personal or company 

email address set up in ADP.
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Forgot/need

my 

password?

Password 

reset

How to re-set your password

• Click the “Forgot/Need my 

Password” link. 

• To re-set your password, you 

will need to have a personal or 

company email address set up 

in ADP.

• You’ll receive a temporary 

password via email that you 

can reset by following the 

simple instructions.
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Once you are logged in, select “I want to enrol.”

Start enrolment

Note:  All screenshots are for illustrative purposes only.
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Review your personal information

• Update if needed.

• Click “Next.”

Step One
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Verify/update your dependent information

• Complete additional information about 

dependents you wish to add.

• Click “Save.”

Step Two
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Choose your options

• The tool will pre-populate with your current 

selections on file for your health options. 

• Check the applicable boxes if you wish to 

make changes that will be effective from 

July 1, 2022 to June 30, 2024. 

• Click “Next.”

Step Three
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Review your life insurance beneficiary information

• Update your information on file, if needed.

• Click “Save.”

Beneficiary Information 
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You will only see this step 

if you opt out of health coverage

• Allocate your flex dollars to your Health 

Spending Account, if applicable.

• Click “Next.” 

July 1, 2022 to June 30, 2024

Step Four
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Review your enrolment summary

• You may go back and make 

changes, including logging out and 

returning later during the enrolment 

window. 

• Your data will be saved. You need 

to hit “submit” to submit your final 

selections.

Step Five
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Your enrolment process is now complete

• Print a copy of your Confirmation 

Statement. 

• Submit a copy of your signed and dated 

Beneficiary Form to HR to complete your 

beneficiary designation request.

Step Six


