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How to remove a dependent from your benefits

1. From Workday homepage, under Your Top Apps, click View all Apps,

oo View All Apps

Select the "Benefits and Pay" icon
% Benefits and Pay

2. Under Change, select Benefits.

Change

Benefits
Beneficiaries
Dependents
Retirement Savings

1095-C Printing Election

3. Select Change Reason (e.g., Employee or Dependent Gains/Loses Other Coverage)
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Change Reason * () Beneficiary Change

() Birth/Adoption of a Child

(L) Change HSA Contributions

{_ ) Death of Spouse/Child

() Divorce

@ Employee or Dependent Gains/Loses Other Coverage
[:} Marital Status - Marriage

[:} Retirement Contribution Change

[:} Spouse Gains / Loses Coverage from Another Source

4. Enter effective date of change in Benefit Event Date.

Benefit Event Date #*

MM/DD/YYYY [ ‘

5. Once Benefit Event Date is entered, Submit Elections By will automatically populate.

Benefit Event Date * | 85/81 /2822 E

Submit Elections By 05/31/2022

Benefits Offered Child Life
Dental
Dependent Care FSA
Healthcare FSA

Health Savings Account
& More (4)

6. Attached supporting documentation.
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Attachments

Drop files here
or

( Select files :I
M &

7. Click Submit.

~
| Save for Later | | Cancel
A

8. Click Open.

[ You have submitted
Up Next: Robert Smith | Change Benefit Elections

View Details

9. Click Let's Get Started.

Change Benefit Elections

Initiated On 05/24/2022

Submit Elections By  05/31/2022

10. Click Manage under the benefit you would like to update.
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11. Confirm benefit plan, and click Confirm and Continue.

Plans Available

Select a plan or Waive to opt out of Medical. The displayed cost of waived plans assumes coverage for Family.

3items =[ .o
*Selection g:‘;r: Flan ‘{:i:‘:::'ﬂ Company Contribution (Biweekly)
Florida Blue 5164.78 §723.90 -
o Select HOHP
C. Waive BlueOptions
Florida Blue $195.68 §714.98
O Select HMO
o Waive BlueCare
Florida Blue $304.86 $635.89
O Select PPO
ElueDptions

o Waive

12. Deselect dependent(s) you are removing from coverage.
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Dependents

Add a new dependent or select an existing dependent from the list below.

Coverage * Family

Plan cost per paycheck  5164.78

( Add New Dependent >

3 iterns = 0.V
Select Dependent Relationship Date of Birth
Eve Smith Child 01/26/1999 -
Barbara Smith Child 07/16/2002
Susanne Smith Spouse 03/1411970

13. Click Save.

Cancel

14. Once saved, you will receive confirmation. Click the X to return to benefit elections.

[
@ Your Medical changes have been updated, |
but not submitted

Next steps: Update another plan, or click Review and Sign once
you're ready to submit your changes.

15. You will see change reflected on the benefit tile.

Page 5



Copyright ©Lynn University. All rights reserved.

Medical
Florida Blue HDHP BlueQptions

Cost per paycheck §101.04

Coverage Employee + Child{ren)

Dependents 2

Manage

16. Repeat steps 10 - 15 for all benefits you wish to change.

17. Click Review and Sign once all changes are made.

( Save for Later )

18. Review the summary to ensure all benefits are correct.

19. If all benefit elections are correct, check | Agree.
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Electronic Signature

Legal Moboe: Please Read

FRALD NOTICE Ang perscn who kncmingly nd wan | 1iers 10 rjure. detoud or decens ary ivauser. fles o statement of caim o
i i the wird .
S L o

20. Click Submit.

( Save for Later ) ( Cancel )

21. Click Done.

You've submitted your elections.

-
I/’ View 2022 Benefits Statement |
L S

22. Benefit change must be approved by Employee Services. Once change has been approved your benefits will
be updated.
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