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Step 1: Review Your Current Benefit Coverage Elections 
 
 

 

From your home page, Click 
on the “Benefits” Icon. 

 
Note: If you don’t see 
this screen click on the 

 
Icon at the top of the 
page to get to your 
home page. 

 
 
 

Click on “Benefit Elections” 
to See Your Current 
Elections. 

 
Print a copy for your 
reference to assist as you 
make your 2021 elections. 
 
 

 

Step 2: Start and Complete 
Your 2022 Enrollment 

 
From the home 
page, click on the 
“Inbox” Worklet in 
the upper right-hand 
corner, or click on 
“Go to Inbox” on the 
center of the main 

page. 
 

Select the “Open 
Enrollment Change” 
task from the Actions 
section of your Inbox 
and click the “Let’s 
Get Started” Button. 

 
 
 
 
 
 

 

John Doe 
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Answer the Tobacco Attestation Question: 
 -Please note that this is only for critical illness 

 insurance coverage, but needs to be answered 
 to proceed with enrollment. 

 

 

 

Complete Each of the Benefit Tiles: 

 
 

1. Select Enroll” 
or “Manage” 

 
2. Select your plan 

 
3. Select “Confirm and Continue” 

 
4. Select “Coverage” and enroll dependents 
 

5. Click “Save” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Missing a Dependent? 
To add a new dependent to your enrollment in Workday, from the “Dependents” box, click 

“Add” and complete the required information. Proof of Eligibility will be required. For 
questions, contact HR Link. 

Jane Doe 

John Doe Jr. 

Mary Doe 

Jennifer Doe 



Employee Self Service: Online Enrollment Instructions 2022 
 
 

3 

 

 

 

6. Tiles with a are benefits that cannot be changed as part of Open Enrollment and are for 
information/review.  

 

Complete all tiles with a by clicking “Enroll” or “Manage”, making your elections and clicking on the 
“Confirm and Continue” button.  Complete any needed information and/or dependents. 

 

Note: You may click on the “Cancel” button to return to a previous section for changes.  
 

 

7. Review your Elected 
Coverage 

 
Are your Dependents listed for 
each plan you want 
them enrolled in? 

 
 
 
 
 
 
 
 
 

8. Review your Waived 
Coverage 

 
Did you miss enrolling in a plan? 
If so, use the “Go Back” button 
at the bottom of page and edit 
your elections. 

 
 
 
 
 

 
9. Read the 
required 

language, click 
the “I Agree” 
box, and the 

click the 
“Submit” 
button. 
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Optional: Editing your 2021 Benefit Coverage Elections: 
 

Once you have submitted your new elections, you may go back and update your elections until the enrollment 
deadline of November 15, 2021. After open enrollment ends, your benefits are locked for the 2022 plan year, unless 
you have a qualified status change. 

 

1. From the home page, select Benefits Worklet (icon). 

 
 
 

2. Select Change Open Enrollment. 

 
 

 
 

Be sure to save any changes that you want to make.  
 

You can get back to the home screen at any time by clicking on the   icon at the top of the page. 


