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Workday: Open Enrollment



2

Table of Contents

View Open Enrollment Change Task………………………………………………3-4

Medical Plans………………………………………………………………………...5-7

Adding a Dependent…………………………………………………………………8-12

Health and Savings Accounts………………………………………………………13-16

Optional Life Insurance……………………………………………………………...17-20

Disability Insurance……………………………………………………………….....21-24

Spousal Surcharge………………………………………………………………......25-28

Finalizing Open Enrollment…………………………………………………………29-33

Acknowledgment of To Do Notifications…………………………………………..34-36

Changing Elections………………………………………………………………….37-42



3

Click on the 

Inbox to find 

the Open 

Enrollment 

Task
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Click “Let’s Get Started” to 

begin enrolling in Benefits
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M e d i c a l  P l a n s
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Select the medical plan you 

wish to enroll in and click 

“Confirm and Continue”.
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A d d i n g  a  D e p e n d e n t
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Click here to add a 

new dependent.
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You may choose an Existing 

Beneficiary or Emergency 

Contact or create a new 

dependent and Click “OK”
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All fields with a red asterisk 

must be completed.  Click 

“Save”.
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If the SSN is available enter it 

now, if not this field may be 

completed later.  Click “Save”.
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H e a l t h  a n d  S a v i n g s  

A c c o u n t s
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If you wish to enroll in a Flexible Spending Account (FSA) for 

the next calendar year, you must re-enroll during Annual Open 

Enrollment.  FSA elections do not roll over from year to year.

Health and Savings Accounts
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To enroll in an HCFSA click “Select” and 

“Confirm and Continue”.
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You may enter either an annual deduction amount or 

a contribution amount per paycheck. Then, click 

“Save”.
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O p t i o n a l  L i f e  

I n s u r a n c e
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You may enroll in Optional 

Employee, Spouse or Child Life 

Insurance.

Optional Life Insurance
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If you wish to enroll in Optional life 

Insurance, click “Select” and 

“Confirm and Continue”.
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From the drop-down 

menu, select the desired 

coverage amount.

You may add or delete beneficiaries 

and change the percentage allocation.  

Click “Save”.
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D i s a b i l i t y  I n s u r a n c e
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Disability Insurance
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If you wish to enroll in STD, click 

“Select” and “Confirm and Continue”.
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You can view the plan cost per paycheck 

while enrolling.  Associates pay 100% of 

the cost of the coverage. Click “Save”.
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S p o u s a l  S u r c h a r g e
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Spousal Surcharge
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You must first select if you have either a Spouse 

or Registered Domestic Partner.  If you do not 

have a Spouse or Registered Domestic Partner, 

you must still make a selection to move to the 

next screen.  Click “Confirm and Continue”.



28

From the drop-down menu, 

select the appropriate reason 

and click “Save”.
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F i n a l i z i n g  O p e n  

E n r o l l m e n t
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Finalizing Open Enrollment

To finalize Open Enrollment, start 

by clicking “Review and Sign”.
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Scroll to the bottom of the 

webpage to “finalize” your 

benefit elections.
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Associates must click “I accept” and 

“Submit” to finalize benefit elections.
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Click “View Benefits Statement” to 

print your benefit elections.

Click “Done” before exiting out of Workday.  

Your Open Enrollment benefit elections are 

now complete.
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A c k n o w l e d g m e n t  o f  

“ To  D o ”  

N o t i f i c a t i o n s
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After Open 

Enrollment 

selections have 

been made, 

associates will 

receive a “To Do” 

task in their In-Box 

if EOI is required.
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To complete your Evidence of Insurability, click 

the link here to get started.

After completing the EOI form on 

The Hartford portal, come back to 

this To-Do step and click 

“Submit”.
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C h a n g i n g  y o u r  

e l e c t i o n s  
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To change your benefit 

elections prior to Open 

enrollment closing, click 

“View all Apps”.
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Select the “Benefits and Pay” app
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Changing Your Benefit Elections After Submitting

Click “Edit” on the Open Enrollment tile.
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Click “Let’s Get Started” to revise your 

Open Enrollment elections.
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You may revise any benefit options you choose.  

Make sure to finalize open enrollment as 

previously shown.

Then, click “Review and Sign”. 
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Have questions or Need Help?  Submit a 

Workday-Open Enrollment Help Case
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