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Step Action 
1. Select your Profile and then View Profile. 

 
2. Select Benefits. 

 

Use this job aid for steps on how to initiate a change in your optional retirement 
benefits in Workday. 

Employees can change retirement benefits in Workday after the initial paperwork 
with the vendor has been completed.  
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3. Select the Change Benefits button. 

 
4. Select the Change Reason, for this example Optional Retirement Change. 
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5. Select the Benefit Event Date, enter any Comments, as needed, and select 
Submit. 

 

 
6. Select the Open button from the submitted confirmation message. 

 
7. Select Let’s Get Started. 
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8. Select View or Enroll under the retirement plan that you want to change. 

 
9. Once you’ve made the changes, select Review and Sign. 

 
10. Verify the information, select the I Accept checkbox, and then Submit. 

 


