
New Hire / Newly Eligible 
Benefits Enrollment Process in Workday
Human Resources, Benefits Administration 



Benefit Election 
Window

** Benefits are effective on your date of hire / eligibility date

If you do not enroll within 
30-days, you will not have 
health coverage 

30-Day window for newly 
eligible employees and 
qualifying status changes



New Hire Benefit Enrollment 
To locate your new hire benefit elections, click the Inbox icon at the top right corner of your screen. 

Click Inbox



New Hire Benefit Enrollment 
Based on your benefits eligibility you may see the following enrollment events 
Benefit Change – New Hire/Rehire Enrollment – Health
Benefit Change – New Hire/Rehire Enrollment – Life

Click Let’s 
Get Started



View available benefit cards 

HEALTH New Hire Benefit Enrollment 



New Hire Benefit Enrollment 

Click 
Enroll

MEDICAL 



Click Select

Click Confirm 
and Continue

New Hire Benefit Enrollment MEDICAL 



New Hire Benefit Enrollment MEDICAL 

Click Add New 
Dependent



New Hire Benefit Enrollment MEDICAL 

When adding a new dependent make sure to review relationship and date of birth.

Click OK



New Hire Benefit Enrollment MEDICAL 

Enter information for eligible dependent. 
Items with a red asterisk (*) indicate required fields. 

Click 
Save



New Hire Benefit Enrollment MEDICAL 

Click Checkbox 
to enroll 
dependents 

Click 
Save



New Hire Benefit Enrollment MEDICAL 

A pop-up will appear that indicates the change was made and UPDATED 
will appear on the top benefit card indicating the election has been managed.

This process will 
need to be repeated 
for each health 
benefit you wish to 
elect or change



New Hire Benefit Enrollment FLEXIBLE SPENDING ACCOUNT  

Click Enroll 



Click Select

Click Confirm 
and Continue 

New Hire Benefit Enrollment FLEXIBLE SPENDING ACCOUNT  



New Hire Benefit Enrollment FLEXIBLE SPENDING ACCOUNT  

Enter Per Paycheck 
or Annual election

Click Save
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New Hire Benefit Enrollment FLEXIBLE SPENDING ACCOUNT  
A pop-up will appear that indicates the change was made and UPDATED 
will appear on the top benefit card indicating the election has been managed.

Per paycheck 
contribution listed on 
FSA Benefit Card 



New Hire Benefit Enrollment SHORT TERM DISABILITY  

Click Enroll 



New Hire Benefit Enrollment SHORT TERM DISABILITY  

Click Select

Click Confirm 
and Continue 



New Hire Benefit Enrollment SHORT TERM DISABILITY  

Click Save



New Hire Benefit Enrollment SHORT TERM DISABILITY  
A pop-up will appear that indicates the change was made and UPDATED 
will appear on the top benefit card indicating the election has been managed.

Per paycheck 
contribution listed on 
STD Benefit Card 



New Hire Benefit Enrollment REVIEW AND SUBMIT

Click Review 
and Sign to 
finalize the 
enrollment 
process



New Hire Benefit Enrollment REVIEW AND SUBMIT

Review
• A summary of your chosen benefit elections
• Dependents and beneficiaries

• Total cost of your paycheck deductions 
• Waived coverages



New Hire Benefit Enrollment REVIEW AND SUBMIT

Select 
I Accept

Click 
Submit 



New Hire Benefit Enrollment CONFIRMATION STATEMENT

Click View 
Benefits 
Statement



New Hire Benefit Enrollment CONFIRMATION STATEMENT

Click Print



New Hire Benefit Enrollment CONFIRMATION STATEMENT

Click 
Bell Icon



New Hire Benefit Enrollment CONFIRMATION STATEMENT

Click link to 
Benefits 
Statement



New Hire Benefit Enrollment LIFE 

Click 
Let’s Get 
Started



New Hire Benefit Enrollment LIFE 

Select 
Yes or No

Click 
Continue



New Hire Benefit Enrollment LIFE 

Click 
Continue



New Hire Benefit Enrollment LIFE 

View available benefit cards 



New Hire Benefit Enrollment GROUP TERM LIFE INSURANCE 

Click 
Manage



New Hire Benefit Enrollment GROUP TERM LIFE INSURANCE 

Click Confirm 
and Continue



New Hire Benefit Enrollment GROUP TERM LIFE INSURANCE 

Click Plus (+) to 
add designations

Click Minus (-) 
to remove 
designations



New Hire Benefit Enrollment GROUP TERM LIFE INSURANCE 

Add New 
Beneficiary 
or Trust

Click List        
dropdown to 
find options to 
add Beneficiary 
or Trust
 



New Hire Benefit Enrollment GROUP TERM LIFE INSURANCE 

Enter the percentage 
assigned to each 
beneficiary  

Click Save 



New Hire Benefit Enrollment GROUP TERM LIFE INSURANCE 
A pop-up will appear that indicates the change was made and UPDATED 
will appear on the top benefit card indicating the election has been managed.



New Hire Benefit Enrollment VOLUNTARY GTLI

Click Enroll



New Hire Benefit Enrollment VOLUNTARY GTLI

Click Select

Click Confirm 
and Continue



New Hire Benefit Enrollment VOLUNTARY GTLI

Click Select

Click Save



New Hire Benefit Enrollment VOLUNTARY GTLI
A pop-up will appear that indicates the change was made and UPDATED 
will appear on the top benefit card indicating the election has been managed.

Per paycheck 
contribution listed 
VGTLI Benefit Card 



New Hire Benefit Enrollment REVIEW AND SUBMIT

Click Review 
and Sign



New Hire Benefit Enrollment REVIEW AND SUBMIT

Review
• A summary of your chosen benefit elections
• Dependents and beneficiaries

• Total cost of your paycheck deductions 
• Waived coverages



New Hire Benefit Enrollment REVIEW AND SUBMIT

Select 
I Accept

Click 
Submit 



New Hire Benefit Enrollment CONFIRMATION STATEMENT

Click View 
Benefits 
Statement



New Hire Benefit Enrollment CONFIRMATION STATEMENT

Click Print



New Hire Benefit Enrollment CONFIRMATION STATEMENT

Click 
Bell Icon



New Hire Benefit Enrollment CONFIRMATION STATEMENT

Click link to 
Benefits 
Statement



New Hire Benefit Enrollment CONFIRMATION STATEMENT

Click 
Benefits

Brutus Buckeye
Mascot 
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Questions

HR Connection Portal:
HRConnection.osu.edu

Phone:
614-247-6947

Email:
HRConnection@osu.edu

mailto:HRConnection@osu.edu
http://HRConnection.osu.edu

	New Hire / Newly Eligible Benefits Enrollment Process in WorkdayHuman Resources, Benefits Administration 
	Benefit Election Window
	New Hire Benefit Enrollment 
	HEALTH 
	MEDICAL 
	FLEXIBLE SPENDING ACCOUNT 
	SHORT TERM DISABILITY 
	REVIEW AND SUBMIT
	CONFIRMATION STATEMENT
	LIFE 
	GROUP TERM LIFE INSURANCE 
	VOLUNTARY GTLI
	REVIEW AND SUBMIT
	CONFIRMATION STATEMENT

	Questions




