
1

Workday: New Hire Enrollment to Benefits



Table of Contents

Welcome to RCH! ...……………………………..……...…...………………………………………3 

How to Enroll in Benefits in Workday……………………….………………………….………..…4

 Step by Step Instructions …………………………………………………………………5 – 17 



Welcome to RCH!

As a benefits-eligible associate, you are eligible for RCH benefits. You will have 31 days from your hire date 

to enroll in benefits. Your benefits coverage starts on the 1st of the month following your hire date. 

To learn about all the benefits RCH has to offer, visit the benefits website https://benefits.radychildrens.org/ 

https://benefits.radychildrens.org/


How to Enroll in Benefits in Workday



Step 1: Log in to Workday and find the 
benefit change Hire/Re-Hire task
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Step 2: Click “Let’s Get Started”



Step 3: Click “Enroll” to begin
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Step 4: Click “Select” to make your selection

Click “Confirm and Continue” 
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Step 5: To add a dependent to the plan

Click “Add New 

Dependent”
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Step 6: Add a Dependent

Click “Create Dependent”

Then, click “OK”
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Step 7: Enter the required fields marked with an asterisk (*)

Then, click “Save” 
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Step 8: Select the Dependent(s) to Enroll in Coverage

Select the dependent you wish to enroll

Enter dependent’s SSN if available. 

Or, click “Reason SSN is Not Available”

Then, click “Save”
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Step 9: Repeat the same process to enroll in other benefits
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Step 10: Click “Review and Sign”
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Step 11: Review your elections under View Summary
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Step 12: Scroll to the bottom of the page

Click the “I Accept” box to acknowledge

Then, click “Submit”
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Step 13: Congratulations! You have completed the enrollment

Click “View Benefits Statement” to print a copy of your elections 
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H a v e  Q u e s t i o n s  o r  N e e d  H e l p ?

S u b m i t  a  W o r k d a y -  B e n e f i t  

E l e c t i o n s  H e l p  C a s e
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