
Completing Your New Hire Enrollment in Workday 

 

Eligibility: 

Regular Full-Time employees are eligible the first of the month following or coinciding with 
their hire date. 

Temporary Full-Time employees are eligible the first of the month following 60 days of 
employment. For example, if your date of hire is 8/15, your coverage effective date is 11/1 

How to complete your enrollment: 

1. A task will be automatically created within Workday. You can either click “Benefit 
Change – New Hire” or your tax inbox on the top right corner of your screen. 

 

2. Click the blue “Lets Get Started” button 

 



3. Complete all elections. When complete, click the blue “Review and Sign” button on 
the bottom left of the screen.  
 

4. In the View Summary page, carefully review all your elections including covered 
dependents per line of coverage. 

 
5. Scroll down to reach the Legal Notice. 

 
6. Click “I Accept” and the blue Submit button. 

 

 

 

 


