
Benefits Open Enrollment   

Audience: Employees 

Overview: 

Once a year, Open Enrollment allows you to update your benefit elections. During this 

period, you will receive a task in your Workday Inbox to begin the process.  

Keep in mind that the options you have for your benefits depends on your eligibility. 

This job aid covers the following: 

• Access Open Enrollment 

• Select Your Benefits 

• Add/Modify Dependents 

• Insurance Benefits 

• Add/Modify Beneficiaries 

• Complete Your Enrollment 

• Submitting Required Documentation 

  

 
 
 

Access Open Enrollment  
 

1. From the Workday Homepage, click the Inbox icon. 

 

 
 

2. Find the Open Enrollment Change action and click Let’s Get Started. 
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3. The Open Enrollment dashboard opens. This is where you will select and manage your 

Open Enrollment elections. Each enrollment election type will have its own card and will 

have the option to Enroll, Manage, Select or Waive the elections.  

Track the Projected Total Cost Per Paycheck at the top of the screen as benefits are 

selected. 

Click Save for Later at anytime to save your progress. 

Note: If you save for later, you will be able to access your updated elections in your Inbox. 
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Select Your Benefits 

 
1. In the Health Care and Accounts section, select a card to review and update. 

In this example we will select the Medica/Dental card by clicking Enroll. 

Note: You will have the option to Manage benefit if you are currently enrolled, or Enroll in 

a benefit, if you are not currently enrolled. 

 

 
 

2. Select a plan or Waive to opt out of Medical/Dental.  

Note: Use the link(s) under the Benefit Plan Details column to see the coverage details.  

Click Confirm and Continue. 
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3. If you are not adding any dependents, or if your existing dependents appear and are still 

eligible, click Save.  

Note: To add new dependents, continue to next section, Add/Modify Dependents. 

 

 
 

4. Your medical changes have been updated, but not submitted. Update another health 

care, such as Vision, or click Review and Sign once you are ready to submit your 

changes. 

 

 
 

5. On the Voluntary Vision card, click Enroll. 
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6. Select your vision plan or Waive, and click Confirm and Continue. 

 

 
 

7. Add dependents to the Vision plan by clicking the check box next to their name(s).  

Click Save. 
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8. Your vision changes have been updated, but not submitted. Update another health 

care, such as Healthcare FSA, or click Review and Sign once you are ready to submit your 

changes. 

 

 
 

9. On the Healthcare FSA card, click Enroll. 

 

 
 

 

10. Select your Healthcare FSA plan or Waive, and click Confirm and Continue. 

 

 
 



Benefits Open Enrollment   

Audience: Employees 

11. Under the Contribute section, enter the amount in the Per Paycheck field you want to 

contribute to your FSA plan. The Annual amount will auto-calculate. Or you can enter the 

Annual amount and the Per Paycheck amount will auto-calculate. 

Click Save. 

 

      
 

12. Your Healthcare FSA changes have been updated, but not submitted. Update another 

health care card, move down to the Insurance section, or click Review and Sign once 

you are ready to submit your changes. 
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13.  If you choose to click Save for Later, you will see a Save For Later Confirmation screen. 

Review and click Done. 
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Add/Modify Dependents 
 

1. As you are Enrolling/Managing your benefits during the Open Enrollment period, you may 

need to add a dependent. To add a dependent, click the Add New Dependent button. 

Add more words and same screen shot. 

 

 
 

 

2. A message requesting that you add proof of dependent documentation to any of your 

elecions displays. This can be a copy of a marriage certificate, birth certificate, etc.  

Note: You can attach supporting documents during the completion of your enrollment. 

Click OK. 
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3. In the Name, Personal Information and Address sections, complete the required fields, 

noted by a red astrisk. Then in the National IDs section, click Add. 
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4. In the National IDs section, enter the required information for the dependent.  

Click Save. 

  
 

5. You can now see the new dependant. To add another, click Add New Dependent or 

click Save. 
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6. Your medical changes have been updated, but not submitted. Update another health 

care, such as Vision, or click Review and Sign once you are ready to submit your 

changes. If you would like to continue to update your benefit elections, go back to the 

Select Your Benefits section, step #5. 

 

 
 

 

 

Insurance Benefits 

 
1. Group Term Life and AD&D and Short Term Disability are included benefits at no cost to 

you and do not require any elections. 

Click Manage or Enroll to view and make additional elections to these benefits and/or 

select beneficiaries. 
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2. On the Long Term Disability (LTD) card, click Enroll. Select plan or Waive, and click Confirm 

and Continue. 

 

 
 

3. Review and click Save. 

 

 
 

4. This pop-up will appear. 
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5. On the Employee Group Term Life/AD&D card, select Manage. The options are grayed 

out because this is an automatic benefit with the County. Click Confirm and Continue.  

 

 
 

6. Click Save if no updates to beneficiaries is needed. If you need to add or update 

beneficiaries, continue to next section, Add/Modify Beneficiaries. 
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Add/Modify Beneficiaries 
 

1. To add a Primary Beneficiary, click the plus sign. 

 

 
 

2. Click in the Beneficiary field to select an Existing Beneficiary Person or Add a New 

Beneficiary or Trust. If you have no existing beneficiaries listed, select Add New Beneficiary 

or Trust. 

 

 
 

3. Select Add New Beneficiary if you are adding a person to be your beneficiary.  

Click Continue. 
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4. Enter the required information in the header and on the Legal Name tab. 

 

 
 

5. On the Contact Information tab, under Phone, click Add. Enter required information.  

Under Address, click Add. Enter required information. 
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6. Click OK. 

 

 
 

7. Your new beneficiary is populated. Enter the Percentage amount, if multiple beneficiaries, 

they must add up to to a total of 100%. Click Save. 

 

 



Benefits Open Enrollment   

Audience: Employees 

8. This pop-up appears. 

 

 
 

9. When you have finished making your election selections, continue to the next section, 

Complete Your Enrollment. 

 

 

Complete Your Enrollment 
After viewing and making all your elections in Open Enrollment, it is time to finalize your 

choices. 

 

1. Click Review and Sign.  

 

 
 

2. Review your selections in the Summary page. Scrolling down. 
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3. If documentation is required for your selected benefits (uploading proof of dependent for 

example), upload files to the Attachments section. 

Review the Electronic Signature legal notice and click the I Accept box. 

Click Submit. 
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4. You will receive a confirmation message that your elections have been submitted.  

Note: You can make updates to your selections up until the final date listed in the 

confirmation message. 

Click Done. 

 

  
 

 

Submitting Required Documentation 

 
1. Benefit enrollment that involves dependents, declination of benefits and cancellation of 

coverage will require documentation. You will be sent an Inbox task requesting 

documentation if you did not provide the attachment(s) during the completion of 

Enrollment.  

From the Workday homepage Awaiting Your Action section or Inbox, select the task. 
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2. Drag and drop the required document or click Select files in the Documents field to add 

a document. Once your document is added, click Submit. 

 

 
 

 

3. If you need to remove the uploaded document before submitting, click the Trash Can 

icon. 
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4. After successfully submitting, a pop-up will appear showing what is up next.  

Click the View Details link. 

 

 
 

5. Click the expand icon to the left of Details and Process. View the Details tab to see a 

summary of the benefit coverages. View the Process tab to see where the attachment 

updates are in the business process.  

Click Done.  

 

 
 

 

 

 

 

 

 


