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This reference guide provides a step-by-step guide to making benefit changes. 
 

Change Benefit Elections 
Adding a Dependent within an Event 
Managing Beneficiaries within an Event 
Open Enrollment Instructions 
 

Change Benefit Elections 
 
In order to make an update to your benefits, you must initiate a change in Workday. 
  

 
Note: To add a beneficiary or dependent you must first submit a life change 
/benefit type event change first. All changes must be made within 31 days and will require supporting 

documentation. 
 
 
 

1. Log into Workday 
2. Select Benefits Application 

 
 

3. Select Benefits under change section 
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4. Select a Reason from the drop down 

 
 

5. Choose a Benefit Event Date 
6. Attach documentation 

 
Note: Documentation for Benefit changes is required 
for qualified life events (i.e. Birth/ Adoption of Child, 

Marriage/ Domestic Partnership or gain/ loss of 
coverage) 
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7. Visit each Benefit Plan in each section to view, elect or waive your benefits 

a. YOU MUST visit each Benefit plan to complete your election 
8. Click on Enroll, Manage or View to begin your benefits selection 
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9. Enrolling in Benefits 

a. Select or waive to continue 

 
10. Once complete click Confirm and Continue 
11. If the plan allows Dependents, the next step is to elect or add new dependents 
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Note: If needing assistance on how to Add New Dependent, see section within this job aid to Add New 
Dependent 

 
12. Once complete, Click Save 

 
 
Note: If you are already enrolled in a plan, the tile will change to Manage vs Enroll 
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13. View Only Plans cannot be changed during the current event selected (no action required on view) 
 

 
 

14. As you make changes, you will notice the Projected Total Cost Per Paycheck updates at the top of your 
screen 

 
 

15. If complete with enrolling/managing plans, click on Review & Sign 
a. You may Save for Later to come back at a later time to complete in your Workday Inbox. 
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16. Review Summary by scrolling through the entire page  
a. Selected Benefits 
b. Waived Benefits 
c. Total Benefits Cost 
d. Attachments  
e. Electronic Signature (required) 

i. Check I Accept box 
17. Click Submit 
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18. Elections Submitted 
a. Have the option to view current elections 
b. Print PDF of elected plans 

19. Click Done 
 

 
 

 
Note: Workday allows you to Print from PDF by clicking on the PDF icon within the page you are on. 
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Adding a Dependent within an Event  
1. Within a Benefit Event, you have the option to Add a Dependent within the event 
2. Click Add New Dependent 

 
3. Add My Dependent From Enrollment 

a. Select Use as Beneficiary checkbox (optional) 
4. Click OK 
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5. Provide Required 
information 

a. Country 
b. First Name 
c. Last Name 
d. Relationship 
e. Date of Birth 
f. Gender 
g. Citizenship 

Status 
 
 
 
 
 
 
 
 
 

6. Provide National IDs 
a. Country 
b. National ID Type 
c. ID  
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7. Review Address 
a. Select the correct address for this dependent 

8. Click Save 
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Managing Beneficiaries within an Event 
From a Life Insurance or AD&D Benefit plan, after confirming your election you will be sent to manager your 
beneficiaries for that coverage. 
 

1. Select a Primary Beneficiary (Optional) 
a. Select an existing individual or add new 

2. Designate a percentage for each Beneficiary to total 100% 
3. Select a Secondary Beneficiary (Optional) 
4. Once complete, click Save 
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Open Enrollment Instructions 
Within your Workday Inbox, you could have a task generated to complete your annual Open Enrollment 
elections or complete New Hire benefit elections. 
 

1. From your Workday Inbox, click on the Benefit task 
 

2. Click Let’s Get Started 
 

 
 

 
Note: Navigate to the first section of this Job Aid to review how to complete benefit elections.  Have 
questions, reach out to benefits@maxar.com .  

 
 
 

mailto:benefits@maxar.com

