
NEW HIRE ENROLLMENT PROCESS
1.

2.

3.

4.

From your Workday homepage, click My Tasks (Workday inbox). Go through all benefit options and select your level of 
coverage or choose the option to waive coverage.

Click the Enroll.Click Let’s Get Started.
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5.

6.

7.

8.

Click Confirm and Continue. Once you are done adding any dependents, click Save.

Once you opted to either enroll or waive each benefit 
option, click Review and Sign. 

If you would like to do anything other that the employee 
only plan, Click Add New Dependent and add everyone, 
in your immediate family, who you want to be covered.
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9.

Review all changes, check I Accept, and click Submit. You 
will then receive a confirmation when this request has 
been processed by the benefits department.
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