Enrolling a Dependent

Introduction: This guide will show you how to create your dependents in Workday first, and then
apply them to eligible learning plans. The process is the same when signing up for benefits for the
first time, or when making changes after the initial enroliment.

Creating a Dependent

1. After logging into Workday, click Menu in the upper left corner of the home page. From the
resulting menu, select Benefits and Pay. Click Benefits from the left hand navigation and
then select Dependents from the resulting list.

2. Any existing dependents will be listed on the resulting page along
with the benefits they have been enrolled in. Click
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5. Alist of the dependents you created will Nanandante
appear below the Add New Dependent talistd o i
button. Click the checkbox next the B S NP R S — :
dependents you wish to add to the plan and Plan cost per paycheck
then click Submit.
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Note that if you have not previously entereda |——— ~—
social security number for the dependent, you - ' e
will be asked to do so here Relationship Date of Birth Select Dependent
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If you have a new dependent that is not on
your current list, you can click Add New
Dependent and enter their information here. ave '

6. You will receive a confirmation message and
your benefit will update to show that a
dependent has been added plus any
additional cost.

~ 2. Your Medical.changes have been undated..
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7. When you are done entering your benefit plans, click the Review and Sign button. You will be
presented with a summary of your benefits to review.

Scroll down the page to check the box next to | Accept after reading the agreement statement
and then click the Submit button to finalize your changes.

Editing Dependent Information

Once a dependent is created, information about the dependent can be edited by clicking the Edit
button after their insurance coverage information. You will be presented with the same form as
described abovet with the current information present. Enter the effective date and the reason for
the change, make your changes, and click Submit.
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