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This year, open enrollment will take place in Workday.  
This job aid is for navigation purposes only.  
 
Note: If you would like to add a dependent to your benefit plan(s), add the dependent before beginning open 
enrollment. You will also be able to add a dependent while making changes to your benefit elections. 
 

• Make sure you do not future date your dependent as of January 1st. You will not be able to enroll a 
future dated dependent. 

 
• You will be required to upload your dependent verification. For example, a marriage certificate is 

required before adding a spouse and a birth certificate is required for dependent child(ren).  
 
 
EDIT OR ADD DEPENDENTS 
Navigate to the Benefits app, under Change, click Dependents 

 
Select the Edit button to edit an existing dependent. If you do not have an existing dependent, this option won’t 
appear. Select the Add button to add a new dependent. The Add My Dependent page will appear.  
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Once all required fields are filled out, select Submit.  
 
OPEN ENROLLMENT 
To begin, open the Open Enrollment Change task in your Inbox. Click Let’s Get Started  
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The Open Enrollment page will appear. Click “Manage” or “Enroll” to make updates to any plan(s).  

 

Once the benefit plan(s) are updated, click Review and Sign.  
 
The page View Summary will appear where you can verify your changes. Once information is verified, scroll to 
the bottom of the page, check the box next to I Accept and Submit. 
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CHANGE OPEN ENROLLMENT SUBMISSIONS 
To change your submitted open enrollment options, navigate to your benefits app and select Change Open 
Enrollment. Click Let’s Get Started. The Open Enrollment page will appear. Complete changes and resubmit.  
 

 

 
VIEW OPEN ENROLLMENT SUBMISSIONS 
To view your submitted open enrollment options, navigate to your benefits app and select View, then Benefit 
Elections as of Date. Change the date to January 1st.  
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