
Open Enrollment Form Completion Step-by-Step Instructions for University of 
Findlay Benefits-Eligible Employees 
November 2019 
 
Open Enrollment Period is from Nov. 1 – 16, 2018.  All benefits changes will go into 
effect January 1, 2019.  
 
Step 1: Beginning Nov. 1, look for a new Task in your WorkDay Inbox. 
 

 
 
 
Step 2: Click on the task to be taken to the Open Enrollment screen where you can 
make adjustments or confirm your benefits. You should see your current elections 
listed on the right side of the screen. 
 

 



 
 
Step 3: Starting at the top of the list of your current elections, you can select either 
“Elect” or “Waive” for each option. Once you have updated the options on the first 
screen, select “Continue” to move to the next screen. You can also select “Save for 
Later” if you aren’t ready to finalize your elections and want to revisit it later. 
 

 
 
Step 4: Once you have finalized all of your benefits choices, you will be taken to a 
final screen that asks for your electronic signature to confirm and finalize your 
benefit elections for 2019.  Once you select ‘I Agree” and then select “Submit” you 
have completed your Open Enrollment Form for the year. 
 
Please refer to the screen shot on the next page as a visual on what the electronic 
signature page looks like. 



 


