
 

Open Enrollment User Guide: 

1. Below is a screen shot of what it will look like when you are on your home page in Workday. You can start your benefit election enrollment by clicking “Open 

Enrollment Change: your name on 07/01/2022” in your Inbox. 

 

 

 

 

 

 

 



2. Click on “Let’s Get Started” 

 

 

3. You will then be brought to all of your enrollment options. To Enroll in a benefit click “Enroll” in the type of benefit you are interestd in.  

 

 

 

 

 

5/16/22-5/27/22 

 



4. Choose the plan you are interested in by click on the “Select Button”. You will notice the benefit plans, your cost, company’s contribution, and plan details on 

this page. Once you’ve selected your plan click “Confirm and Continue” 

 

*please note cost are not accurate to our open enrollment, this is just a guide. True cost will be reflected in Workday.  



5. You will be defaulted to Employee Only coverage level. If you would like to add a dependent click on “Add New Dependent” 

 

 

6. I would recommend clicking the “Use as Beneficiary” check box so you can later add this family member as a beneficiary to any plan.  

 

 

 

*please note cost are not accurate to our open enrollment, this is just a guide. True cost will be reflected in Workday.  



7. Please provide information on your Dependent for all required fields (indicated with a red star). Then click “Save” 

 

 



 

8. Your coverage will chance to include the Dependent you added. If you want to add another dependent repeat steps 5-7 until all dependents are added. Please 

note after you add a dependent once they will be available to select for your other plans by checking the select box (turns blue with a check mark once selected).  

Once you’ve added all dependents click “Save” at the bottom of the page.  

 

 

*please note cost are not accurate to our open enrollment, this is just a guide. True cost will be reflected in Workday.  

 

 

 

 

 

 



9. Please add a beneficiary to your Basic Life and AD&D plan by clicking “Manage”. This plan is provided free of charge to all employees so you will already be 

enrolled in the plan. Then click “Confirm and Continue” 

 

 

 

 



10. Add your beneficiaries by clicking the plus sign.  

 

11. You can choose from Existing Beneficiary Persons if you added beneficiaries during the enrollment process or choose Add New Beneficiary or Trust if you 

want to add someone new. Once you add the person change the percentage to what you would like it to be. Please note it needs to add up to 100% 

 



12. After you have completed all the enrollments you want click “Review and Sign” 

 

13. You will be brought to a review page that shows you your selected benefits and what you have waived. Once review click the check box “I accept” then 

“Submit”. 

 

 

 

 

 



14. You know you’ve successfully enrolled when you are brought to the below page. You can also view your benefit statement by clicking “View 2021 Benefit 

Statement”. You do not have to do anything on this page it is for your reference only.  

 

15. If you realized you need to edit your benefits after you have submitted you can go to the “Benefits Open Enrollment” hyperlink under Announcements on 

your home page. 

 



16. Then click on “Continue” and follow steps 3-13 again.  

 

If you have any questions on how to make elections in Workday please email HRadmin@ioaging.org  

mailto:HRadmin@ioaging.org

