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In this tipsheet, you will learn how to complete an Open Enrollment task in Workday. 

 

1. From your Workday homepage, select the Open Enrollment Change task from the 

Awaiting Your Action section (A) or from your My Tasks (B) to initiate Open 

Enrollment. 

 

 

 

 

 

2. From your My Tasks, All Items (A), locate the Open Enrollment Change task (B) 

and in the preview pane, select Let’s Get Started (C). 

 

 

 

 

 

3. The Open Enrollment screen will launch.  

Take a moment to review the Instructions at the top of the screen. 
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4. Within the Health Care and Accounts section (A) there are benefit cards (B) and 

each one contains a hyperlink to Manage (C) the respective benefit. 

With a Passive Open Enrollment review/change (if needed) and confirm your 

elections by navigating through each benefit card. 

 

5. Once Manage is selected from the respective benefit card, the benefit form will populate. 

Review the Health 

Care Instructions 

(A). 

Your current 

selections will display 

as Select (B).  

Other coverages will 

display as Waive (C). 

Once completed, 

select Confirm and 

Continue at the 

bottom left.  
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6. The plan selected in the prior step will populate in the header. Review the Coverage (A) and 

Plan cost per paycheck selected. Review General Instructions (B). Choose to Add New 

Dependent (C) and existing Dependents (D) can be confirmed or removed by Selecting or 

de-selecting the check the box.  

Select Save to continue. 

7. You will return to the Open Enrollment screen, and a pop up message will display with 

directions (A). The Medical card now displays REVIEWED (B). 

 

8. Continue to update the next plan by selecting the Manage hyperlink within the benefit card. 
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9. Next, open the Dental card. Review the Plans Available (A), read the Health Care 

Instructions (B) and the Benefit Plan selections (C).  

We have decided to keep the same plan, but our current plan is Employee Only.  

Select Confirm and Continue. 

 

 

 

 

 

 

 

 

 

 

 

 

10. The plan selected in the prior step will display in the header. The Coverage displays 

Employee Only (A).  

To ADD an existing Dependent (B) select the checkbox next to their name (C).  

To REMOVE an existing Dependent, de-select the checkbox. 

To Add a New Dependent not listed, select Add New Dependent. 

Select Save to continue and return to the Open Enrollment screen. 
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11. You will return to the Open Enrollment screen, and a pop up message will display (A). Since    

changes were made to this benefit plan; the card now displays UPDATED (B). 

We added a Child to our Dental Plan; the Coverage displays Employee + Child(ren) (C). 

12. Continue through all other benefit plan cards.  

 

Each card status will change as you return to the Open 

Enrollment page. 

Updated = Changes were made within the plan.  

Verify your selections. 

 

 

 

Reviewed = Card has been opened. No changes were 

made. 

A coverage type that has not been opened or has been 

waived will display Waived.  

Plans that have never been enrolled in will display Enroll vs 

Manage to open the card. 
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13. Once each coverage type has been addressed, select Review and Sign or Save for Later 

to come back to the selections.  

Important: 

Selections that are not addressed by November 15th will automatically enroll in what was 

on file. If the Save for Later button was selected, whatever changes were made will be 

used for Open Enrollment. 

If you are currently enrolled in an FSA plan, this will NOT roll over, you will need to re-

enroll in this plan type. 

Once Open Enrollment closes, the only way to change a selection will be from a Life 

Event Change or the following Open Enrollment season. 

 

14. Take a moment in the 

View Summary page.  

Projected Total Cost Per  

Paycheck (A) 

 

Selected Benefits (B) 

 

Waived Benefits (C) 

 

Total Benefits Cost (D) 
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15. Scroll to the bottom of the View Summary page, include any Attachments needed (A), 

read the Electronic Signature portion (B) of the form, select the I Accept checkbox (C) to 

provide an electronic signature, confirming your changes.  

When you are confident your changes are complete, select Submit (D). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

16. You have submitted your elections!  

Select Done to complete the task and return to your home page. 

 

 


