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Open Enrollment

This job aid provides a step-by-step workflow for making and submitting benefit
elections during Wesleyan's Open Enrollment Period.

Please contact benefits@wesleyan.edu with enrollment questions.

1 Sign into Workday. Your open enrollment event will show on the landing page.
Click "Open Enrollment Change: "Your Name" on 01/01/2025". You can also access
the open enrollment event in your Workday inbox.

2 Click "Let's Get Started". You will receive instructional text for most screens. Please
read the messages carefully for both enrollment instructions and important
information regarding each benefit.
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3 Wesleyan's supplemental life insurance rates are based on whether or not an
employee has used tobacco in the past twelve months. Select "Yes" or "No" to the
tobacco use question and click "Continue". If you have previously answered this
question, your last election will show.

4 If we do not have social security numbers for your dependent(s), you will need to
provide this information.
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5 If you have a social security number for a dependent(s), click "Social Security
Number (SSN)" and enter the number. Do this for each dependent. If you do not
have a social security number for a dependent(s) listed, please check "Reason SSN
is Not Available" and type in reason.

6 Click "Continue".
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7 Click "Continue".

8 Each benefit will have a card. To make changes or review benefit details, click
"Manage" at the bottom of the card.
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9 Your current plan elections, plus the other plan options will show, as well as the
per pay period employee and employer contributions.

10 Check the circle of the plan you want to choose. If you are already covered by a
plan, the "Select" button will be pre-populated. To view your dependent(s), or add
a dependent(s), click "Confirm and Continue".
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11 To add dependents already in Workday, click the "Box" next to their name.

12 To add a dependent(s), click "Add New Dependent".
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13 Click "OK".

14 Enter the dependent's "First and Last Name".
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15 Click "Relationship". Select the appropriate relationship description for the
dependent.

16 Click "Date of Birth" and enter your dependent's date of birth or you can click on
the calendar, to select your dependent's date of birth.
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17 Click "Gender", select the dependent's gender.

18 Scroll down to National IDs section and click "Add".
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19 Under the drop-down for Country, select "United States of America". Under
National ID Type, select "Social Security Number". Click "Add/Edit ID" and enter
your dependent's social security number.

Click "Save".

20 Click "Save".
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21 This message will display. Click "Review and Sign".

22 Repeat the steps above for the Dental and Vision plans.
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23 The enrollment instructions will guide you to make a Health Savings Account
election if you are enrolled in the High Deductible Health Plan (HDHP).

To receive the employer contributions, you must click into the card using the
"Enroll" button and save the zero election per pay period and per year. If you want
to contribute to a Health Savings Account, you must also click the "Enroll" button
and enter the amount you want to contribute each pay period or each year.

24 Click "Select" and "Confirm and Continue".
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25 If you want to only receive employer contributions, click "Save" and the 0.00
election per paycheck and annual will be saved. Otherwise, enter the per pay
period or annual amount you want to contribute, and click "Save".

26 This message will display. Click "Review and Sign".

27 To elect to contribute to a Flexible Spending Account, click "Enroll" by the FSA you
want to enroll in.
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28 Click "Select", "Confirm and Continue".

29 Click on either "Per Paycheck" and enter the amount you wish to contribute per
pay period or click "Annual" and enter the annual amount you want to contribute.

Click "Save".
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30 This message will display. Click "Review and Sign".

31 To change your Supplemental, Spousal, or Child Life election, click "Enroll" on the
appropriate card.
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32 Click "Select" and "Confirm and Continue".

33 Click "Coverage".

Click on the button next to the coverage you want to elect. If you newly elect or
increase your Supplemental Life Insurance, Evidence of Insurability (EOI) is
required. At the end of November (after open enrollment and the confirmation
period), you will receive a "To Do" task in your Workday Inbox to complete the EOI
process using the "Unum" link on the announcement page.
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34 Click "Save".

35 You must designate a Beneficiary(ies) for Basic and Supplemental Life Insurance.
To do so, Click "+" to add a Beneficiary. To delete, you will click "-" next the
Beneficiary(ies) name.
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36 Click "Beneficiary".

Click "Existing Beneficiary Persons" to choose an existing Beneficiary. If you want
to add a new Beneficiary or trust, click "Add New Beneficiary or Trust".

37 Click on the name of the Beneficiary you want to select.
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38 Click in the "Percentage" box to enter the percent of the benefit you want to
allocate to the selected Beneficiary. Follow the same steps to add additional
primary or secondary Beneficiaries. Secondary Beneficiaries will receive the
benefit only if all primary Beneficiaries are deceased. The primary Beneficiaries'
percentages must add up to 100%. The secondary Beneficiaries also must add up
to 100%.

Click "Save".

39 This message will display. Click "Review and Sign".
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40 Click "Enroll" to enroll in the Spousal/Domestic Partner Life Insurance.

Note: you must be enrolled in Employee Supplemental Life insurance to elect
Spousal/Domestic Partner Life.

41 Click "Select" and click "Confirm and Continue".
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42 Click "Coverage".

Click on the button next to the coverage you want to elect. If you newly elect or
increase your Spousal/Domestic Partner Life Insurance, Evidence of Insurability
(EOI) is required. At the end of November (after open enrollment and the
confirmation period), you will receive a "To Do" task in your Workday inbox to
complete the on-line EOI process using the "Unum" link on the announcement
page.

43 If your Spouse/Domestic Partner displays, Check the "Select" box next to their
name. If their name does not display, click "Add New Dependent" and follow the
instructions to add your Spouse/Domestic Partner.

Click "Save". You are always the beneficiary for Spousal/Domestic Partner Life
Insurance.
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44 This message will display. Click "Review and Sign".

45 To enroll in Supplemental Child Life Insurance, follow the same steps as Enrolling
a Spouse/Domestic Partner.

46 Once complete, this message will display. Click "Review and Sign".
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47 Vacation Purchase Plan

Click "Enroll" to enroll in the Vacation Purchase Plan (the plan will only display if
you are eligible). Please read the instructional text for important details and
requirements about this plan.

48 Click "Select" and click "Confirm and Continue".
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49 Click "Coverage", select how many vacation days you want to purchase and click
"Save".

50 The days you purchase will be added to your accrual balance. The cost of the days
which are based on your base salary or hourly rate will be deducted evenly from
your paychecks for the year.
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51 Click "Review and Sign".

52 Scroll down to read the legal statement and click "I Accept" after carefully reading
the terms.

Click "Submit".
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53 To view your elections, click "View 2025 Benefits Statement".

54 Click "Print" to print your elections.
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55 Click "Download". Click the .pdf file in the upper right-hand corner of the page and
select "Ctrl Print" to print.

56 If you want to change your elections before Open Enrollment ends on November
15th, at midnight, click "Wesleyan University" which brings you to your Home
Page.
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57 On the right side of the page, under "Top Apps", click "Benefits and Pay".

58 Click "Enroll" in the "Benefit Event: Open Enrollment" card. From this point follow
the instructions above to make changes.
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59 Thank you for submitting your 2025 Benefit Elections.


