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Benefits  
Changing Benefits 

     You can only make benefits changes outside open enrollment 
if you have a qualifying event.  Please see your benefits partner 
about qualifying events.  

     Changing your benefits is a two part process.  The first step is 
submitting the Benefit event type, which is telling Workday you 
want to make a change.   The second step is completing your 
benefit election changes.  

Step 1:  Click on your benefits  worklet. 
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Step 2:  Click on your benefits  under the Change column. 
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Step 3:  Click on 

the Benefit Event 

Type. 

Step 4: Enter the 

Benefit Event 

Date.  
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Changing Benefits 

Step 5: Attach required documents by dragging and dropping the document to the 

attachment section, or searching for the file then click                   at the bottom left of the 
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Step 6: You can either (A) click Open now 

and your form will open for you to 

complete, or  (B) you can click done here 

and the event will be sent to your in box to 

be completed later. 
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Part 2: Completing your Benefit changes 

The Benefit Event Type determines what 

changes you may make to your benefits.  

Once you have submitted the  Benefit Event Type, you then need to complete the Change 

Benefit Elections event.  If you didn't click open on the last screen, this will be in your Workday 

Inbox 

Note: You can only 

make changes that 

coincide with benefit 

event  type selected.  

  If you are adding a 

dependent, please 

see the Adding a 

Dependent  Job aid . 

To complete your changes, make sure you go through each page and 

click continue at the bottom.  Then review your changes, agree to the 

electronic signature and click submit. 


