Change Benefits for Optional Retirement

Employee Self-Service Job Aid workda Yy

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.

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

L a |&a
2. Select Benefits.

Compensation

Benefits
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3. Select the Change Benefits button.

Benefits My Retirement Savings My Dependents My Beneficiaries

My Monthly Totals

My Cost  $67.79  Employer Cost  $871.27

< Change Benefits )( View as Grid )

Health Care and Accounts

v Medical Dental
Anthem HDHP Ram Pre-Tax W Delta Dental Direct Reimbursement

Basic Pre-Tax

4, Select the Change Reason, for this example Optional Retirement Change.

Change Reason * | select one v
Beneficiary Change
Birth/Adoption

Dependent Care Change
Gain of Coverage

Gain of Medicare/Medicaid
HSA Amount Update

Loss of Coverage

Loss of Medicare/Medicaid

Marriage

Move out of CO Pathways Network

Optional Retirement Change
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5. Select the Benefit Event Date, enter any Comments, as needed, and select
Submit.

Change Reason * | Optional Retirement Change v

Benefit Event Date *

MM/DD/YYYY [

enter your comment

m <SaveforLater> < Cancel )

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

®

You have submitted
Up Next: Michelle Barton | Change Benefit Elections

View Details

: m

7. Select Let's Get Started.

Change Benefit Elections

Click the Let's Get Started button below to start enrolling in benefits.

click each tile to Enroll, Manage or View the benefit options available.

s Basic Life and AD&D y not be ab ge the option, but y Manage it to add beneficiary allocations. For other options, you will only be able to View hanges may be made. Pl you review each tile for all the benefit

When you are done with your elections, click the Review and Sign button to review your final elections and complete the Electronic Signature. Scroll down the page and review any messages.

Initiated On 02/23/2026

Submit Elections By _03/31/2026

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

Optional Retirement Change

Projected Total Cost Per Paycheck
$0.00

v Enroliment Instructions

403(b): You can make changes to your 403(b) as frequently as you'd like on NetBenefits or by calling Fidelity at 800-343-0860. Changes to your contribution amount will be effective within one to two pay cycles following your change, based upon entry into the system. The contribution will
apply to any payroll in which salary is paid including summer session pay for nine-month employees.

PERA 457: This plan is managed and administered by Colorado PERA and is available to all CSU employees. Your initial enrollment form must be submitted to PERA. You will then be sent a secure PIN by PERA which allows you to complete the enrollment process online and to make future
changes to contribution amounts or fund selections. Payroll deductions are iniiated the month following completion of the online enrollment process. https://h.colostate.edu/wp-content/uploads/sites/25/2020/06/457-pera-form.pdf

Retirement
401(k) 401(k) Roth 403(b) [I:] 403(b) Roth 457
Waived Waived Waived J waived Waived
Enroll Enroll View View View
457 Roth
Waived

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

Review and Sign Save for Later

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

Electronic Signature

1 authorize Human Resources to reduce my salary by the amounts of the benefits elected. | understand:

Pre-tax elections are irrevocable within the benefit plan year unless | experience a mid-year qualifying event. . | will eview the federally regulated account rules for a Health Savings Account if | enroll in the Ram Plan - HDHP. | and my eligible dependents may be subject to Actively at Work
provisions for new coverage to commence and certain Voluntary Group Term Life Insurance elections are subject to evidence of insurability. | certify the information | provide is true to the best of my knowledge and individuals | enroll are permissible under the terms of the plan.

IAccept [ ]

enter your comment

Process History

Michelle Barton
Change Benefits for Life Event- Awaiting Action
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