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2023 Workday Open Enrollment – Updating a Beneficiary – User Guide  

Step 1. Log into Workday: Click on the Open Enrollment Change: awaiting you in your task box 

 

Step 2. Press: Let’s Get Started 

 
Step 3. Answer the prompted question:  

- Please note, for this open enrollment, rates will default to the standard rate for benefits. 
Wellness Data will be loaded after December 10th. At this point rates will updated to 
the Nicotine Free Rate for Employees and spouses who met all of the requirements.  

- Answer the questions with Yes, or No. Then press continue  
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Step 4. After completing your health enrollments: Scroll down to the insurance section of the 
enrollment process. Click manage on each life insurance policy.  Basic Life, Basic AD&D, 
Voluntary Like – Employee, Voluntary AD&D employee require a beneficiary to submit your 
enrollment.  

 
Step 5. Press Confirm and Continue on each life plan you are updating a beneficiary for:  
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Step 6. Press the + button on the left side.  
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Step 7. Hover over – add new beneficiary or trust 

 

 

Step 8. Press either option.  

- Trust must be legally set up before adding. Beneficiary, is a singular person.  
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Step 9. Complete the following information:  

- Relationship, Date of Birth, Sex at birth, Legal Name, and Address are required.  
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Step 10. Press Confirm and Continue: Verify your percentages of primary and secondary = 100% 
in each section.  

 
Step 11.  Do the same process for EACH plan.  
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Step 12. Use the option: Existing Beneficiary Persons to re-use beneficiary’s for your plans.  

 
Step 13. Once you have updated all of your beneficiaries, scroll down to the bottom of the 
screen, and check box the “I agree” button.  

 

 


