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Workday: Enrolling in Benefits due to a 
change in work schedule or employment 
status
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• Associates may enroll in benefits mid-year if they experience a change in work schedule such 
as an increase in hours, or a switch between a Part Time non-benefit eligible position to a 
benefit eligible position.

• If you are already benefits eligible and increase or decrease your hours but continue to work 
20 hours per week, you are not eligible to change your benefit elections.

• Associates must work 20 hours per week or a .5 FTE to be eligible for benefits.
• You have 30 days from the effective date to be enroll in benefits.
• Enrollment changes are effective the first of the month following the event as a result of 

change in employment status.

FAQs
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Click on the Inbox to find 
the Benefit Eligible Status 
Change task.
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Locate the Benefit Eligible Status 
Change task and click “Let’s Get 
Started”.
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If you wish to enroll in a Medical Plan, 
click “Enroll” on the Medical card.
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Select the medical plan you 
wish to enroll in and click 
“Confirm and Continue”.
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If you wish to enroll a dependent, 
click the checkbox next to their 
name and then click “Save”.
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F i n a l i z i n g  B e n e f i t  
E l e c t i o n s
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To finalize your benefit 
enrollment, click “Review and 
Sign”.
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Continue scrolling down the 
webpage to submit your 
benefit elections.
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Associates must click “I 
accept” and “Submit to 
finalize benefit elections.

Associates must click “I accept” 
and “Submit to finalize benefit 
elections.
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Have questions or Need Help?  Submit a 
Benefits Coverage after Status Changes Case
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