Instructions on How to Opt-In to the University’s Retirement Plan

Using Workday to Opt-In to the University’s Retirement Plan is simple and will only take a few minutes to
complete. Please follow the steps below to enroll in the University’s retirement plan.

Step 1: Sign into Workday

Step 2: Select the “Benefits” worklet on your main Workday screen
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Step 3: Select “Retirement Savings” under the “Change” column.
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Step 4: Select “Edit”
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Step 5: Verify Event Date is correct and select "OK" (defaults to current date)

Event Date 01/06/2019 [
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Step 6: You will be taken to a screen where you can elect a “Benefit Plan” to contribute 1%, 2% or 3% to your
retirement fund. From this screen, you can also elect if you want to contribute additional funds as a
supplemental contribution. (You may need to scroll down to see all 5 items in the “Retirement Savings

Elections” table).
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Click “Elect” for the appropriate “Benefit Plan” to contribute 1%, 2% or 3% to your retirement fund and input

the corresponding “Employee Contribution.”
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Supplemental Contributions (Pre-Tax or Post-Tax) can also be elected up to the Annual IRS Maximum®*.
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Once you have selected the option(s) that is best for you, click “Continue”.
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Step 7: Next you are prompted to enter beneficiary designations if not already completed. This step can be
skipped if you do not have all the information needed to designate beneficiaries. Please see the “Adding
Beneficiaries” user guide on the Workday Resources Worklet to enter your beneficiary designations later.

At the bottom of page you can finalize your Retirement Elections by selecting “Submit.”
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A Summary Page will be provided for your review:
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Your election has been completed.





