HOW TO COMPLETE OPEN ENROLLMENT
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On your Workday homepage, you might see a task for Open
Enrollment under Awaiting Your Action. However, in this
example, we are clicking the My Tasks icon at the top
right-hand corner of the screen.
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Find and click on your task for Open Enrollment Change and
click on Let’s Get Started.
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This is your Open Enrollment landing page. From here, you will
click on the Enroll link at the bottom of each benefit tile to make
your elections. If you are currently enrolled in benefits, your
previous elections will automatically populate in your tiles. Please
review each tile even if you do not want to make any changes.

Once you have reviewed each tile and made your elections,
click on Review and Sign.

Review and Sign ( Save for Later )
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You will be able to review your benefit elections here. Once you You will be able to make changes to your elections all through
have finished reviewing, click the box for I Accept and click Open Enrollment, even if you have submitted previously. Just
Submit. As a reminder, your enroliment will not be complete remember to click Submit on any changes you have made to
until you have clicked the Submit button. save the most recent elections.
6. . ... Bas P You can easily access your Open Enrollment, as many times as
needed, by clicking on the Quick Access link in the

Announcements Banner on your Workday home page.

Important Dates

Af'Fer clicking Submit, you will be given the.option to view a.nd f/,///
print your 2025 Benefit Statement. Click View 2025 Benefit
Statement to do so. If not, click Done.
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