
New Hire Enrollment in Workday –  

 

ADD YOUR DEPENDENTS FIRST 

Click on your Picture & select the select Benefits 

 

   
 

Under the My Dependents tab, click Add -  

 
 

Before you add your Dependent to the system, please ensure you have all documents listed below to add them to your 

plans. If you are covering your spouse & asking for a waiver, the list of eligible documents for that process are listed 

within the Spousal Privilege Premium Waiver process. 

   

 
 



 
 

 
 



 
 

 

 
 



 
 

 
 

 

 
 

 
 

 

 
 

 

 



 
 

 
 

 
 

 

 

 

 

 

 

 

 



From your Welcome Screen in the Awaiting Your Action section, please select   

 
 

 
 

         
 

 

 

 

 

 



Start Selecting your Benefits! 

 

 
 

 

 

 
 



 
 

 

You will notice that the Projected Total Cost Per Paycheck will change from Employee Only to whatever Coverage Level 

you select. In the examples below the cost goes from $130.22 (Employee Only) to $321.73 (Employee + Spouse) to 

$455.22 (Family). 

 

 
 



 
 

 

 
 

 

 

 

 

 

 

 

 

 

 



You are able to add a dependent here as well, but you will not be able to select  

The process to add is also little different from adding your dependent before you enrollment starts. 

 
 

 

 
 

 

 

 



 
 

 

 

 
 

 

 

 

 

 

 

 

 

 

 



SPOUSAL PRIVILEGE PREMIUM WAIVER Process –  

If you’re enrolling in a Medical Plan, change the selection from Waive to Select 

 
 

 

 

 

If you are not covering a spouse select the 1st option, otherwise please select the right category for your situation 

 
 



 
 

 
 

 

Continue to select the benefits you want to enroll in. You do not have to Manage any benefit you wish to WAIVE. 

 
Once you’ve selected everything you want to enroll in, please select Review and Sign 

 



 
 

 
 

When you add a dependent (Spouse &/or Dependents), you MUST attached the required documents to be able to add 

them to your plans during the enrollment process. 

 
 

Once your documents are attached & you accept the Legal Notice for your Electronic Signature, your elections will be 

reviewed for final confirmation. 


