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2025 Workday Open Enrollment – User Guide  

Step 1. Make your way to the Sarah Bush Lincoln Intranet, and click on the Workday icon: log into 

workday with your Sarah Bush Lincoln Email and Password.  

 

 

 

Step 2. Click on the “Open Enrollment Change” located in the awaiting your action:  
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Step 3. Click: Let’s Get Started:  

 

 

Step 4. Updated Your Information: 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 5. Welcome to Open Enrollment:  

- Go thought and select each benefit you would like to change, and or make changes to for the 

2025 benefit plan year.  

- FSA, and HSA Elections DO NOT carry over from the 2024 plan year. If you plan to contribute to 

one of these plans, PLEASE update this now.  

- Press the enroll button on each plan:  
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Step 6. Enrolling  

- After pressing the enroll button on each election, select which plan you would like to take.  

- For this example we are using Medical: Please select either PPO or HDHP then press confirm 

and continue 
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Step 7. Adding Dependents to the plan – Press Add New Dependent:  

- Please have the following information for your dependents: FirstName, LastName, Address, 

Social Security Number, and DOB. Update all of this information. The other fields are not 

required.  
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Step 8. HDHP Requirement:  

- If you are enrolled in the high deductible health plan, it is a requirement that you elect the HSA 

you can elect $0.00 into your HSA but it is a requirement for all enrolled in the HDHP 

o Even if you do not want to continue you are required to put in $0.00 contribution.  

o To do this press select, and then confirm and continue on the HSA: 
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Step 9. Input your Savings Account Contributions 

- HDHP users are required to put $0.00 into their HSA contribution even if they do not wish to 

contribute. To do this: keep the per-paycheck, and the annual contributions at $0.00.  

- Those that do with to contribute, please note the max does include what Sarah Bush Lincoln 

contributes to you HSA as well. You cannot contribute more than the max.  

- Press SAVE  
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Step 10. Update each of your benefits, or verify each of your elections:  

- Once you are done updating your benefits press review and sign  
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Step 11. Scroll down to the bottom of the page and electronically sign the notice by check boxing: I 

accept and submit 
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Step 12. Print your 2025 Benefits Statement  

 

 

Step 13. Review you Actions and Verify your Open Enrollment is submitted.  

- Your actions should be empty:  

 


