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Complete Initial Benefit Elections  

(New Hires or Job Changes) 

When an employee is first hired or has a job change, he or she will get a “New Hire” or “Job Change” 
task in the Workday Inbox to complete initial benefit elections. The task will NOT BE in the ABC’s 
Inbox. 

Use this procedure to find the task to complete the initial benefit elections on behalf of the employee. 

 

 

 
 

1. Search for the employee by entering the W number or name in the Search Box and click the 
ENTER key. 

 

 
2. The Search will return the employee that meets the search criteria you entered.  Click on the 

employee name. 

 

 
 

Procedure: 
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3. Click on Job of the employee profile and look for the Worker History tab 
 
 

 
 

 

4. You may have to click More to find the Worker History tab depending on the size of your 
computer screen  
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5. Find the Benefit Change: New Hire (or Benefit Change: Job Change) Event in the Worker 
History for the employee. 

 

 
 

6. Click the Related Actions and Preview icon on the Benefit Change – New Hire or Job Change 
event. In the menu, hover over Benefits and then click the Enroll in Benefits hyperlink. 

 

 
 
 

7. Click on the Let’s Get Started button to proceed to the next page to enroll the employee in benefits 
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8. The Enrollment page will display.  Depending on if the event is a New Hire or Job Change event 

the cost, coverage, and dependents may be currently elected or waived. To make changes click 
the Manage or Enroll links on the tile(s) for the coverage type(s) you want to elect/change. 

 
 

The Enroll link displays if there are no current elections for the coverage type/category 
 
The Manage link display if there are current elections for the coverage type/category.  
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9. Select the coverage/Plan and click the Confirm and Continue button to proceed to the 

Dependents page. 
 
 

 
 

10. The Dependents page displays dependents that are already setup in the system and eligible for the 
coverage type.  Currently covered dependents display as “Selected”.  Add or change covered 
dependents by clicking in the Select box.  If the employee wants to add a new dependent click the 
Add New Dependent button.  

 

 
 



Title: 
 

Role: 

 

ABC05                                                                                                                                                                                                                      Page 6 of 11 

 

T
i
t
l
e
:

C
o
m
p
l
e
t
e 
I
n
i
t
i
a
l 
B
e
n
e
f
i
t 
E
l
e
c
t
i
o
n
s 
(
N
e
w 
H
i
r
e
s 
o
r 
J
o
b 
C
h
a
n
g
e
s
) 

Functional 
Area: Benefits 
Administration 

Title: 
 

Role: 

Complete Initial Benefit Elections (New 
Hire or Job Change) 
Agency Benefit Coordinator 

 
11. After reading the Add Dependent page to review what supporting documentation is required to 

add the dependent, click the OK button to the proceed and complete the new dependent 
information. 

 

 
 
 

12. Complete the dependent information: Relationship to the employee, Date of Birth of the 
dependent, and Gender. 
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13. Complete the Legal name tab for the dependent and click on the Contact Information tab. 

 

 
 
 

14. On the Contact Information tab, complete the Address information. If the dependent resides at 
the same address as the employee, use the Search icon in the Use Existing Address field and 
click on the employee address.  If the dependent resides at a different address, complete the 
Address, City, State and Postal Code fields.   

 
 Complete the Usage Type value. 
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15. Click on the National IDs tab.   

 

 
 

Click the “+” to open/add a row for data entry.  Use the Search icon to complete the Country and 
National ID Type; and enter the ID in the Add/Edit ID. 

 
 

 
 
 

If the dependent does not have a National ID, do not click the “+” to open/add a row.  If you click 
the “+” and you do not have the information, you will need to click the Remove button to close the 
add feature. 
 
 
Click the Save button to proceed. 
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16. The new dependent now displays on the coverage plan page and is automatically selected for 

coverage in the plan.    
 

 
 

Verify all dependents which should be covered for this coverage type are “Selected” and 
then click the Save button.  If there are additional new dependents complete the Add New 
Dependent steps for each new dependent. 

 
17. You will return to the Enrollment page and should proceed to select or update the other coverage 

types as required.   
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18. After all elections have been made, click the Review and Sign button to proceed.  Or, you may 
click the Save for Later button to save the event/elections and return to them later.  Note, elections 
will not go to DBM Employee Benefits Division (EBD) for review or become effective until you click 
the Review and Sign button. 

 

 
 

 
 

19. The View Summary page will display.  Review the selections and verify all Plans and 
Dependents are accurate based on the paper enrollment form completed by the employee.    
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20. Scroll down to the Attachments section and attach any required new dependent supporting 
documentation along with the paper enrollment form signed by the employee using the Select files 
button. 

 

 
 

21. Scroll down to the Electronic Signature section.  If everything is correct check the I Accept 
button at the bottom of the page and click the Submit button.  

 

 
 
 

After clicking the Submit button, the event/elections route to DBM Employee Benefits 
Division for review and approval.  If there are any issues with the elections or supporting 
documentation DBM EBD will return the event to the ABC.  The elections will not be in effect 
until DBM EBD has approved the event. 


