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Enrollment Steps:

1. Select the task from the Inbox; you may use the Expand icon for a full  screen view of the task.

2. Select desired Benefit Plan by using the buttons under Enroll. (you will continue this step for each benedit option)
3. Select the plan you would like to elect by hitting “Select”, then hit “Confirm and Continue” at the bottom of the 
page
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4. If anyone other than the employee is going to be covered, this is the time to add them. 

i. Click “Add New Dependent”

**Note: All dependents covered under an Epiq medical plan must have a Social Security Number (SSN) listed in Workday.
Please verify each dependent covered under your medical plan has an SSN listed. Add or update this information as
required.
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How to Add a New Dependent:

a. Use the buttons to indicate if the new dependent will be a Beneficiary.
b. Click OK.
c. Under Add My Dependent From Enrollment enter the First  

Name, Last Name, Relationship, Date of Birth, and Gender  
of the dependent you wish to add.

d. Under the Address section verify the existing information or use  
the Clear Value icon next to the existing address to remove it  
and enter the Address Line 1, City, State, Postal Code, and  
Type.

e. Click OK.

**Note: All dependents covered under an Epiq medical plan must have a Social Security Number (SSN) listed in Workday.
Please verify each dependent covered under your medical plan has an SSN listed. Add or update this information as
required.
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5. If you have enrolled either the Cigna Consumer Driven HSA or Cigna Value HSA medical plan you may  elect to 
contribute additional funds to a Health Savings Account (HSA). You are  eligible to contribute to the Flexible 
Spending Account (FSA) if you elected the Traditional Copay OAP medical plan or waived the medical plan.  You 
are eligible to contribute to the Dependent Care Flexible  Spending Account (DCFSA) with no requirement of 
enrolling in a medical plan. 
You will make the elections by hitting “Select”, then “Confirm and Continue” at the bottom of the page

You may either enter the total annual amount you would like to contribute for the full plan  year and the 
system will calculate the per-pay-period amount, OR enter the per-pay-period amount and the system  will 
calculate the annual amount.
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7. You will now be prompted to review your Life Insurance elections.. In this step, you can elect voluntary life 
insurance for yourself and  your eligible dependents as well as long-term disability (LTD). On this page, you will 
see Basic life & AD&D and the Basic STD plans are set to Manage and View. These are  employer-paid benefits 
and cannot be waived, please take time to add a beneficiary to the Basic Life & AD&D plan as this is 
required.

8. Please review the text provided for this step in Workday for the guaranteed issue (GI) coverage amount as well as  
requirements for submitting evidence of insurability (EOI).

401(k)

All Epiq employees are eligible to participate in the 401(k) retirement plan following the completion of one month of 
service. Once becoming eligible, participants must enroll directly with Fidelity at www.401k.com or by calling 800-
835-5097 
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Review and Sign

In this step, you will review your elections and complete the electronic signature. Please make sure you review deductions,
elections and dependents as this is the last opportunity to make changes until our next Open Enrollment. Please also note, any
additional evidence of insurability requirements will be noted at the top of this step.

Once you have verified your elections, do not forget to hit submit


