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Workday - New Hire Benefits Enrollment

The following guide provides several examples of how to enroll in various Benefit
Plans. It shows a select few plans, for help in enrolling in Plans not showcased,
please contact the Benefits Team.

This guide is not meant to provide guidance on which plans you should enroll in.
For any help in which plans to elect, please consult our Benefit Guide or contact
the Benefits Team benefits@structuralgroup.com

1 From your Workday homepage, click into your inbox

mailto:benefits@structuralgroup.com
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2 In your inbox, scroll to find the "New Hire Benefit Elections" task and click "Let's
Get Started"
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3 The first question will ask if you use tobacco products, click to answer, then click
continue.
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4 Click "Continue"
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5 Next, you will be able to select the benefits that you wish to enroll in.
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6 For this example, we will enroll in Medical by clicking "Enroll" under the Medical
icon.
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7 Click the "Select" field to enroll in the Medical Plan, then click "Confirm and
Continue"
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8 Workday defaults the Coverage to Employee only. If you to wish to add your
Spouse, Domestic Partner, or Child to your plan, click "Add New Dependent".

If you do not need to add a Dependent, then Click "Save", and skip steps 9 through
16.

Note the Workday shows the projected cost of the elected benefits per paycheck
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9 When adding a new Dependent, we recommend to always check the "Use as
beneficiary" box. This will prevent duplicative work later on.

Click "OK" to continue.
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10 You will be required to fill in the personal information for your dependent.

First Name, Last Name, Relationship, Date of Birth, Gender, and Tobacco Use are
required fields.
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11 Next, you will need to enter the National ID for your dependent.

For the United States, this is typically the Social Security Number.
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12 Fill in the required information: Country, ID Type, and ID Number
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13 Next, you will need to fill in the Home Address and Phone Number for your
dependent.

Workday defaults to your Home address and Phone number. To change this, click
the 'x', then you will be able to enter the Home and Phone information.
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14 Click "Save" to finish adding a dependent.

15 Note that Workday will automatically update your coverage and plan cost based
on the type of dependent entered.
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16 If you need to add more dependents, click the "Add New Dependent" button and
repeat the above steps.



Made with Scribe - https://scribehow.com 16

17 Once you are finished adding dependents, click "Save"
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18 Next, we will enroll in Dental by clicking "Enroll" under the Dental Icon
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19 Select which plan you'd wish to enroll in and then click "Confirm and Continue"

Please consult the Benefit Guide to help you determine which plan is best for you.

https://structuralgrp.sharepoint.com/sites/EmployeeResource/Shared Docume
nts/Forms/AllItems.aspx?id=%2Fsites%2FEmployeeResource%2FShared
Documents%2FBenefit Guides%2FBenefits Guide Salaried and Hourly Field
Supervising June 2024.pdf&parent=%2Fsites%2FEmployeeResource%2FShared
Documents%2FBenefit Guides

https://structuralgrp.sharepoint.com/sites/EmployeeResource/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FEmployeeResource%2FShared%20Documents%2FBenefit%20Guides%2FBenefits%20Guide%20Salaried%20and%20Hourly%20Field%20Supervising%20June%202024%2Epdf&parent=%2Fsites%2FEmployeeResource%2FShared%20Documents%2FBenefit%20Guides
https://structuralgrp.sharepoint.com/sites/EmployeeResource/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FEmployeeResource%2FShared%20Documents%2FBenefit%20Guides%2FBenefits%20Guide%20Salaried%20and%20Hourly%20Field%20Supervising%20June%202024%2Epdf&parent=%2Fsites%2FEmployeeResource%2FShared%20Documents%2FBenefit%20Guides
https://structuralgrp.sharepoint.com/sites/EmployeeResource/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FEmployeeResource%2FShared%20Documents%2FBenefit%20Guides%2FBenefits%20Guide%20Salaried%20and%20Hourly%20Field%20Supervising%20June%202024%2Epdf&parent=%2Fsites%2FEmployeeResource%2FShared%20Documents%2FBenefit%20Guides
https://structuralgrp.sharepoint.com/sites/EmployeeResource/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FEmployeeResource%2FShared%20Documents%2FBenefit%20Guides%2FBenefits%20Guide%20Salaried%20and%20Hourly%20Field%20Supervising%20June%202024%2Epdf&parent=%2Fsites%2FEmployeeResource%2FShared%20Documents%2FBenefit%20Guides
https://structuralgrp.sharepoint.com/sites/EmployeeResource/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FEmployeeResource%2FShared%20Documents%2FBenefit%20Guides%2FBenefits%20Guide%20Salaried%20and%20Hourly%20Field%20Supervising%20June%202024%2Epdf&parent=%2Fsites%2FEmployeeResource%2FShared%20Documents%2FBenefit%20Guides
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20 This plan will also default to Employee only coverage. Note that the previously
entered dependent is automatically listed.

If you wish to enroll the dependent in this plan, then click the Checkbox next to
their name.
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21 Note that Workday will automatically update the Coverage and Plan Cost based on
the dependents you've selected. Click "Save" once you are complete.
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22 Repeat the above steps for any of the Benefit Plans that you wish to enroll in.
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23 Each employee is automatically enrolled in an employer paid Basic Life Insurance
and Basic AD&D Insurance.

You must enter the beneficiary for these plans.
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24 First, click "Manage" under the Basic Life Icon
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25 Enrollment is automatic, so there is no action needed on this screen. Click
"Confirm and Continue"
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26 Click the "Add" icon to add a beneficiary.
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27 Click into the Search box and then "Existing Beneficiary Persons"

Note: When creating our dependent, Clark Concrete, we checked the box to also
make him a Beneficiary. Therefore, he shows as an existing Beneficiary. If you did
not check the box, or do not have any dependents, you will need to click "Add New
Beneficiary or Trust". Please review the Worker - Create Beneficiary Guide if you
need assistance.
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28 Click the person you wish to designate as a beneficiary
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29 Last, enter the percentage. If there is only beneficiary, there percentage must be
100%. If you have several, the percentage can be split amongst your beneficiary,
but the overall percentage must add up to 100%.

Click Save once finished.
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30 Follow the above steps to assign a beneficiary for Basic AD&D.

31 Next, we will enroll in Supplemental Life by Clicking "Enroll" under the
Supplemental Life icon.
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32



Made with Scribe - https://scribehow.com 31

33 Click "Select" then "Confirm and Continue"
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34 Select your coverage amount.

Note that any amount over $100,000 requires Evidence of Insurability. You will be
given the $100,000 guranteed amount until your Evidence of Insurability is
confirmed.

Please contact the Benefits team if you have any questions.
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35 Last, you will need to add a beneficiary. This follows the same process as steps 29
through 32.
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36 Every Employee that enrolls in the Medical Plan, must enroll in Healthcare Help.
Click "Enroll" under the Healthcare Help icon.
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37 Click "Select" and then "Confirm and Continue"
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38 Select the Coverage type of "Enroll" and then click "Save"

39 Once you finished electing Benefit Plans, Click "Review and Sign"
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40 You will be shown a summary of the plans you Selected and your Cost per
paycheck.
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41 Note the message pertaining to Evidence of Insurability, if applicable.

For any questions, contact the Benefits Team

mailto:benefits@structuralgroup.com
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42 Once you are finished, check the "I Accept" checkbox and then Submit.
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43 Click "Done" on the following Screen.


