How to Enroll in Benefits During

Open EnI‘Ollment orkday Reference Guide

Benefit Enrollment

1. Log Into Workday

2. Select Go to My Tasks button or the Task icon on the top right-hand side of your homepage.
From here, select the Open Enroliment Change item and click on Let’s Get Started to proceed.
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3. Next you will indicate if you have used tobacco in the past 12 months. After you answer yes or
no, click Continue. On the next screen, you will see text confirming that your information has
been updated. Click Continue.

4. Next you will make the desired changes to your current Health Care coverage and Insurance
elections. Click Manage to view and/or modify benefits you are currently enrolled in.
Click Enroll for any coverage you are not currently enrolled in but would like to be.
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5. For each benefit, review the information about the plans that are available. Click Select if you
want to add the coverage to your benefits package or click Waive to decline the coverage. Then
click Confirm and Continue to proceed to the next step.

Please Note: If you take no action, your current benefit elections will remain in place for the upcoming
plan year, with the exception of HSA and FSA elections, which do not roll over. You must re-enroll
in these accounts each year if you wish to continue your participation in them.

6. If enrolling in savings or spending accounts, after you select the plan, you will enter your desired
Annual or Per Paycheck contribution amount. Once you enter one of the amounts, the other will
auto populate (i.e. if you enter an annual amount, the per paycheck amount will auto populate).
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7. Some plans such as Basic Life and AD&D you are auto enrolled in and the option to waive the
coverage will be grayed out, but you are able to add beneficiaries. To add beneficiaries click
Confirm and Continue.

8. Once you have completed making the desired changes to your benefits, click Review and Sign
on the main page of the open enroliment event. On the next screen, review a summary of the
benefits that you selected and waived.
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9. Once you have reviewed your benefits, read the Electronic Signature Acknowledgement and
click the check box next to “I Accept” and then click Submit. After you have submitted, you will
see a confirmation screen. Click View 2025 Benefits Statement to view the details of your
Elected Coverages, Waived Coverages, Beneficiary Designations, and Electronic Signature.

Please note: You can still make changes to your benefit elections up to the end of the Open Enroliment
window.



Workday Training

10.If you wish to make a change to your benefit elections after you have submitted your open
enrollment event, click on the Menu from the Workday home page and select Benefits and Pay
or you can select the Benefits and Pay icon on the right-hand side of the home page. On the
next screen click on Edit to make changes to your enrollment.
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11.Click Let’s Get Started to proceed. Go back and follow the prior steps to modify and finalize
your benefit elections.



