
Workday Instructions: Adding dependent; life changing event 
 

This is an example of adding a dependent child while completing a birth event. The steps are 
similar for most events involving adding a family member. 
 
Birth Event: Add a dependent 
1. From the Home screen click the Benefits worklet.  

Under Change, select Benefits. 
 
 
 
2. For this example, select the Birth event. Either 

type in the date of the birth or use the calendar 
tool to select the effective date. The date must be 
the event date. Do not select the date you are 
completing the event.  

 
3. The ‘Attachments’ section (not shown here) can 

generally be left blank with some exceptions such as 
adoptions requiring supporting documentation or 
when last names are different. 

 
4. Click ‘Submit’ at the bottom of the page. 
 
5. The next screen will acknowledge that you have 

submitted a benefit event. To complete the event 
click on OPEN. 

 
6. In this birth event example, participants are able to 

make changes to their current plans only. In the 
screen shot you will notice that the Elect/Waive is 
grayed out. In a birth event a family member can be 
added to an existing plan. The birth event does not 
allow changes such as enrolling, canceling or 
switching health/dental plans. 

 
 
7. To add your new dependent, change coverage type if necessary. In this example we went from 

single to employee+1 coverage. Then click anywhere in the ‘Enroll Dependents’ box. 
 
 
 
 

  

 

 

 

 



 
 
 
8.  Next click on ‘Add my dependent from enrollment’ 
 
 
 
 
9. You will be prompted with a question asking if you would 

like to use this new dependent as a beneficiary. Select ‘Yes’ 
then click ‘OK’ 

 
 
 
10. On the next screen, provide your new dependent’s information. Required fields are marked 

with red asterisk . Click ‘Ok’ at the bottom of the page when done. 
 

11. You will then be taken back to the 
page listing all available benefit 
plans. Your new dependent should be 
listed. 

 
12. A dependent should be entered one time only. Once you’ve added your new dependent you 

will be able to select them from your dependent list for other benefits, such as dental. Click 
‘Continue’ at the bottom of the screen when ready to proceed.  

 
13. Next, you will be prompted to fill in ID (social security number) information for your new 

dependent. If not available, click ‘Reason ID is Not Available’ and enter will provide later.  

 
 

14. Continue through the additional pages of available benefit plans and make any additional 
coverage changes necessary.  

 
15. The final Step is a review. Carefully review your elections, review the Legal Notice, click the ‘I 

Agree’ box and then Submit. 
 
16. Your changes will be sent via Workday to your HR benefits partner for review and approval. 

You will be contacted if there are questions about your election. You will receive a notification 
in your Workday in-box once your election has been approved. 

 

 

 


