
How to Enroll in Benefits 

Before you get started with your Benefits Enrollment, make sure you have the following information for 

your dependents: 

• Dates of Birth 

• Social Security Numbers 

• Home Addresses (if different from your address) 

Getting Started 

Step 1: Log into Workday using your Microsoft Account. 

 

 

Step 2: In your Workday Inbox, you’ll see a task called “Change Benefits for Life Event” – click that to get 

started! 

 

Step 3: The first question will ask about your tobacco usage as this is used to determine the rates you 

get for your medical plan. 

 

 

 

 

https://www.myworkday.com/aspendental/d/home.htmld


Step 4: The next step takes you to your Open Enrollment Summary page.  Here’s a little tour!  

 

Step 5: When you’re ready to enroll in a benefit, click Enroll on the tile to go to the enrollment 

screen.  Here you can ‘Select’ or ‘Waive’ each option available for that benefit. 

 

Step 6: Once you have made your selections, click ‘Confirm and Continue’ in the bottom left corner of 

the screen to move on to dependents. 



Step 7: On the next screen, you’ll be able to add any dependents to your benefit (if applicable). If you 

need to add a dependent, click on ‘Add New Dependent’. 

 

Step 8: On the ‘Add My Dependent From Enrollment’ screen, you’ll need to answer the required fields 

below as well as add your dependent’s SSN in the ‘National ID’ section.  If their mailing address is 

different, you’ll also have the option to adjust that on this screen.  Once you’re done, click ‘Save’.  You 

should then also be able to save your enrollment for that benefit. 

 



Step 9: As you complete your enrollments, the tiles on the Open Enrollment summary screen will update 

showing that you've reviewed the benefit and it will display your elections.  If you change your mind 

about an enrollment, simply click 'Manage' to make any adjustments. 

 

Step 10: Once you're done making changes, you can click 'Review and Sign' on the Enrollment summary 

screen.  You'll be taken to a summary page showing all the benefits you've enrolled in, which ones you 

waived and the total costs per paycheck. NOTE: Your enrollment isn't finalized at this point, keep going! 

 

 



Step 11: After you've reviewed the summary and everything looks good, scroll down to electronically 

sign your enrollment (click the 'I Accept' checkbox) and hit 'Submit'.   

 

CONGRATS!!  You've just completed your Benefits Enrollment! 


