
OPEN	ENROLLMENT	WORKDAY	USER	INTERFACE	UPDATE	

	
All	Benefit	Eligible	employees	will	receive	a	Workday	Inbox	item	when	Open	Enrollment	is	
launched	and	available.		Please	click	on	the	Inbox	link	from	the	Workday	landing	page	to	view	
the	Open	Enrollment	Inbox	page.	

	

	

Users	then	need	to	select	the	“Let’s	Get	Started”	button	to	launch	the	Open	Enrollment	
selections	page.	

	



The	Open	Enrollment	page	displays	a	separate	work	area	for	each	benefit	plan	item:	Medical,	
Dental,	Vision,	etc.		Users	should	start	with	the	Spouse	Eligible	for	Medical	and/or	Dental	
Coverage	Elsewhere,	if	applicable,	then	proceed	to	the	Medical	selection	and	work	left	to	right	
across	the	page	by	line.		All	employees	should	start	with	the	Medical	plan	and	click	on	the	Enroll	
link.			Biometric	Screening	and	Tobacco	Surcharges	will	be	uploaded	by	the	Benefits	
Administrator	so	please	ignore	these	work	areas.	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



	

Employees	must	SELECT,	spouse	is	eligible	elsewhere,	or	WAIVE,	spouse	NOT	eligible	
elsewhere.		Then	select	the	Continue	button	at	the	bottom	of	the	page.		If	Waive	option	is	
chosen	then	employee	will	be	directed	back	to	the	Main	Open	Enrollment	page	but	if	SELECT	is	
chosen	then	employee	must	answer	outside	eligibility	questions.		Employees	must	choose	the	
answer	that	describes	their	spouse’s	insurance	eligibility.		There	are	five	eligibility	descriptions	
to	choose	from.	

	

	

	

	

	

	

	

	



Once	the	Spouse	Eligibility	is	established,	then	employees	can	begin	enrolling	in	benefits.		
Employees	must	Select	only	one	Medical	coverage	type	either	the	HDHP,	High	Deductible	Plan,	
or	PPO,	Co	Pay	Plan	and	then	click	the	Continue	button.		

	

	

	

	

	

	

	

	

	

	



The	Medical	Plan	coverage	type	page	will	then	allow	users	to	select	coverage	type:		Employee	
only,	Employee	+	Child(ren),	Employee	+	Spouse	and	Employee	+	Family.	

	

	

If	an	employee	does	not	currently	have	Dependents	in	Workday	or	new	dependents	need	to	be	
added	then	select	he	Add	New	Dependent	button	to	launch	the	Dependent	page.	

	

	



	

	

	

	

	



Employees	should	continue	enrolling	in	their	preferred	benefits.	

	

	

	

Health	Savings	Accounts,	General	or	Limited	Purpose	Healthcare	FSA’s,	and	Dependent	Care	
FSA’s	deduction	amounts	can	be	entered	with	yearly	or	bi-weekly	amounts..			

Note	to	Cubic	Creative	employees	–	please	enter	a	yearly	amount.		

	



	

	

	

	

	

After	all	benefit	enrollment	selections	have	been	completed	then	employees	will	need	to	
Review	and	Sign	to	confirm	their	Open	Enrollment.	

	

	

	

	

	



The	I	Accept	checkbox	at	the	bottom	of	the	page	MUST	be	selected	to	save	and	submit	Open	
Enrollment	selections.	

	

	

	

	

	

	


