
Workday Open Enrollment Steps 

On the Workday homepage, under “Awaiting Your Action,” select the “Open Enrollment Change,” task. 

 

 

Click on “Let’s Get Started” 

 

 

 

 

 

 

 

 

 



Review each benefit card and select “Enroll” if you wish to enroll for the first time or “Manage” to review/make 
changes to that particular benefit. Follow the instructions and prompts on each screen. 

 

 

*If you are adding new dependents to the medical/dental/vision plan(s), select “Add New Dependent.”  

 

 

 

 

 

 

 

 

 

 

 



You can choose an existing beneficiary or emergency contact or create a new dependent. Select your option and 
click “OK.” If you are creating a dependent, you can opt to designate them as a beneficiary for your life products. 

 

Enter all required (*) information, including National ID and Address and select “Save.” 

 

*If you are adding new dependents, you are required to upload the following dependent 
documentation: 

• Spouse: a copy of the marriage certificate or page 1 of your most recent tax return with the 
financial information removed 

• Child(ren): a copy of the birth certificate 



Once you add your dependent(s), you can add them to your benefits by selecting the checkbox next to their name 
and selecting “Save.”  

 

 

Note: Workday requires you to add a primary beneficiary to your Basic Life plan. Select 
Manage on the Basic Life plan card and select the plus (+) sign to add a beneficiary. Be sure 
the total percentage for your beneficiary(ies) equals 100. 

 

When you are finished making your changes, review each card and select “Review and Sign.” 

 

 

 

 

 

 

 

 

 

 

Once you select “Review and Sign,” carefully review the summary page.  

 

 



Carefully review the summary page and legal notice and select the “I accept,” checkbox as this is your electronic 
signature for your enrollment. Select “Submit,” when finished.  

 

 

 

If you have submitted your Open Enrollment elections, but wish to make changes, go to Menu > Benefits and Pay. 

 

 

Under “Needs Attention,” you can access your Open Enrollment task by selecting “Edit.”   

 


