Workday: How to Add a Dependent
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Adding a Dependent

* You may add a dependent to your Workday profile for record-keeping purposes.

« Adding a dependent to your Workday profile is not the same as adding the dependent to your
benefits.

* The instructions in the following slides are to walk you through how to add a dependent for record-
keeping purposes only.
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How to Add a Dependent to
Workday Profile
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Step 1: Log in to Workday and click “View All Apps”
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Q Search

Good Afternoon, On Behalf of: Choco Bear

It's Thursday, February 29, 2024

Awaiting Your Action Quick Tasks

You're all caught up on your tasks. ' My Payslips \

1 Time Off Balance \‘}

Timely Suggestions (/ My Goals h

up to date

Keep Your Work Contact Information Updated
o) 88 View All Apps
EE We would like you to review your Contact Information and ensure it's Update Contact info - o
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Step 2: Click on the “Benefits and Pay” app.

Menu

Apps Shortcuts

Your Saved Order

Jobs Hub
Benefits and Pay

Learning
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Help

Help Case Workspace

Help Dashboard

Meal Period Waiver Election

Talent and Performance

Pay

% [(;L QD an @ﬁe @ﬁﬂ

Associate Giving

(G-) Add Apps ) <.='/ Edit )
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Step 3: Click “Benefits”, click “Dependents” then click “Add”.
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HE Overview

‘l ©  Benefits

Benefit Elections

Benefits by Date

‘ Dependents

Beneficiaries

ACA Forms
B Pay

[F] Compensation

<  Suggested Links

CHOC Benefits Web...

CHOC Fit Enrollment
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Dependents

Add

Dependents 5items
Dependent

Daisy Duck
Donald Duck
EVE

Minnie Mouse

Wall E

Q Search

Choco Bear (99999) (-

-

Relationship

Child

Child

Spouse

Child

Child

Age

26 years, 10 months, 14 days

14 years, 8 months, 28 days

50 years, 11 months, 0 days

31 years, 6 months, 30 days

16 years, 5 months, 27 days
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Step 4: Enter the required information with an asterisk (*)

Add My Dependent Choco Bear (99999) - o

Dependent Options

Is your new dependent already a beneficiary or emergency contact?

If yes, which one? &

Effective Date & Reason

Effective Date * &

02/29/2024

Reason

Use your new dependent as a beneficiary?

Use as Beneficiary r 4

No

Dependent Personal Information

Legal Name

Legal Name * &
(empty)

Gender

Gender * &
(empty)

Date of Birth

Then, click “Submit”

Date of Birth * &
(empty)

( Save for Later ) ( Cancel ) @

¢ cHoC



__————00D"
“ONG LIVE CHILDHOO
[oNG LIVE CHILDZZ

Have Questions or Need Help?
Submit a Workday- Benefit
Elections Help Case
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