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Initiate Optional Life Insurance - Approval to Increase Increments

Log in to the Employee Work Center

1. Type your User Name, press tab, and then type your password.

2. Click Sign In, or press enter.

e\

workday.
Sign In to Workday: t
User Name || iti
LINK

Password
’ EMPLOYEE WORK CENTER -- If you forgot your

password, please click the “forgot password?” link to
reset your password for the Employee Work Center,

e By answering the Challenge Questions comrectly, you

will receive an email with 3 temporary password to

log on with. Contact your Agency’s Security Partner,

if you do not receive a temporary password emall

Change Password + Forgot Password?

Optiondl Life Insurance - Approval to Increase Increments

When an employee wants to increase his/her Optional Life Insurance in more than the pre-approved
increments, the HR Partner needs to approve this request.

1. Inthe Search box, type the employee name or employee ID for whom you want to trigger a life event,
and then click the employee name.

My Workday 2.0

2. On the employee’s view worker page, click the Related Actions icon behind the employee’s name.

State Patrol Captain

Gerald B Tester () f;‘\
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3. Hover over Benefits and click Change Benefits.

Available Actions Worker

Benefits Change Benefits

|
Business Process View My Current Benefit Elections
Malandar View Mv Renafit Flartinn Hictnre

4. Click the drop down arrow in the Benefit Event Type field, and, from the drop down list, select Open
Enroliment-Optional Life Insurance Change.

Change Benefits

Benefit Event Type % ' -

Benefit Event Date * Marriage
Submit Elections By * |Medicare/Medicaid Change

Mew Hire

New Hire - Auto Enroll Retirement and Leaves
Open Enrolliment - LTD Changes
|Open Enrollment -Optional Life Insurance Change

Open Elections for

1 R p——
ALLAGTTIITIETILS

ol Attach men[

5. In the Benefit Event Date field, enter the first of the month that you want the Optional Life Insurance
change fo take place. If there will be premium adjustments, the HR partner will calculate the amounts
and do a premium correction through the Payroll and Finance center.

Benefit Event Type & | Default from Wellness PFO ¥

Benefit Event Date & | _ [/ [ | April 2014 [

Submit Elections By * | _/_/ i M TWTTFS
1 2 3 4 5

Open Elections for empty 6§ 7 & 9 10 11 1z

13 14 15 16 (17) 18 19
20 21 22 23 24 25 26
27 28 29 30

Attachments
0 Attachment

3. In the Submit Elections By date field, DO NOT enter a date ... the date will automatically populate with
the last day the employee can open the event.

4. Click Submit.

\:l Save for Later Cancel d 5-.:.-::'
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6. Once you submit the event, the following window will open for the HR partner. Click Open to complete
the event.

You have submitted

Benefit Event _cn 04/01/2014

Up Next

7. Click Done.

Change Benefits Elections

1. This page reflects the enrollment you are changing. Click the Elect radio button.
Change Benefit Elections
Open Enroliment -Optional Life Insurance Change for Gerald B Tester ( -Step 1 of 3
Event Date: 04/10/2014 Initiated On: 04/09/2014 Submit Elections 8y: 04/19/2014

+ Insurance Plan Dependencies and Coverage Limitations

Insurance Elections

Benefit Plan Coverage Level Covers Dependents

Elect / Waive

ks Aetna 0.5 ®) Elect 15 X Satary { H
alary (Employee)

k Save for Later Cancel

2. The HR partner will elect the Coverage Level for which the employee has been approved.
3. Click Continue

Add a Beneficiary

1. Click the plusicon, in the Beneficiary column, to add a beneficiary.

2. Use an existing contact by clicking the prompt icon in the box under the Beneficiary column, and then
clicking Beneficiary Persons, and then selecting the person. Or, request that the employee create a
new beneficiary for the HR Partner to use.

Change Benefit Elections $12.91 Semi-monthl
Open Enroliment -Optional Life Insurance Change for Gerald B Tester (1 -Step2of3 i N ]
Event Date: 04/1012014 Inifiated On; 04/02/2014 Submit Elections By: 04/19/2014
Beneficiary Designations

Benefit Plan Provider Website Requires Beneficiaries

Beneficiary
“Beneficiary “Primary Percentage | Contingent Percentage
Optional Supplemental Lie - Aetna 0.5 - 5X Salary (Employee) Aetna < @
a & O Primary Percentage

Contingent Percentage

Save for Later Go Back Cancel
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If you need to add more beneficiaries, follow steps 1 and 2 above.

4. You need to click the Primary Percentage or Contingent Percentage for each person, and enter the
percentage amount.

NOTE: THE PERCENTAGE MUST EQUAL 100% FOR ALL PRIMARY AND CONTINGENT BENEFICIARIES.

Change Benefit Elections
Open Enroliment -Optional Life Insurance Change for Gerald B Tester ( ) - Step 2 of 3
Event Date: 04/10/2014 Initiated On: 04/09/2014 Submit Elections By: 04/19/2014

$12.91 Semi-monthly

Beneficiary Designations

Benefit Plan Provider Website  Requires Beneficiaries
Beneficiary
*Beneficiary *Primary Percentage | Contingent Percentage
Optional Supplemental Life - Aetna 0.5 - 5X Salary (Employee) Retna v @
= £ 100

Contingent Percentage 0

Save for Later Go Back Cancel

5. Click Continue.

6. Click Submit to change to initiate the change to the Optional Life insurance.

Change Benefit Elections

$12.91 Semi-
Benefit Elections Review for Open Enrollment -Optional Life Insurance Change - Step 3 of 3 J
‘Worker. Gerald B Tester | Event Date: 04/10:2014 Initiated On: 04/09/2014
‘Submit Elections By: 04/19/2014
Elected Coverages
SenefitFian CoversgeBeginDate  Deduction BeginDate  Coverage Calculsted Coverage  Dependents Beneficisres Employes C
venta Life - Aetna 0.5 - 5X Salary (Employes 102014 03242014 5 Satary $145.0
Toal:
+ Beneficiary Designations
Attachments
° Attachment Comment File.
Electronic Signature
Age
. i
| Save for Later Go Back Cancel
7. On the next screen, you can either Print a summary or click Done.
soncay [
Date 0411772014
Print Done
8. The event process will go through the additional review and approval steps.
View Event
Benefit Change - Open Enroliment -Optional Life Insurance Change : Gerald B Tester ( )) on 04/10/2014 [+.-
For Gerald B Tester
Overall Process B Gerald B Tester ( on 04/10/2014
Overall Status  In Progress
My Actions
My Actions
Awaiting Me DueDate  Business Pracess Subject
To Do Review for retro adjustments: Benefit Change - Open Enroliment -Optional Life Insurance Change . Gerald B Tester (1 ) on 04/10/2014 Review for retro adpustments
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Remaining Steps for Changing Optional Life Insurance

1. When the event returns to the initiator, he/she MUST click the Review for Retro Adjustments To Do and
Submit.

NOTE: IT WILL NOT BE FINALIZED UNTIL THE HR PARTNER HAS COMPLETED THE REVIEW FOR RETRO ADJUSTMENTS TO Do.

Complete To Do
Review for retro adjustments (...

For Gerald B Tester (1 )

Overall Process  Benefit Event Gerald B Tester (1 1on 04/04/2014

Overall Status In Progress

Instructions This employge has had a change in benefits, validate whether any retro adjustments are needed
Comment '

Save for Later Cancel

2. Once the Review for Retro Adjustments has been submitted, the HR partner will see the following
screen. This indicates the change was successfully completed.

You have marked as Complete
Benefit Change - Default from Wellness PPO : Gerald B Tester (1 on 04/04/2014 ***

Process Successfully Completed

(> Details and Process

\

LINK Help Desk Contact Information

The LINK Help Desk provides assistance for the following programes:

e The Employee Work Center
¢ The Employee Development Center
o The Recruitment & Selection Center

URL: https://ciohelpdesk.nebraska.gov/User/
Email: as.linkhelp@nebraska.gov
Phone: 402.471.6234
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