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Employee Workday Inbox Events for Benefit Elections 

The employee will receive a Workday inbox action for any business processes that result in a benefit plan eligibility change.  In most cases, the employee 

will receive two separate inbox items in order to complete the benefit elections process.  

Benefit elections occur in a two-step process as eligibility for some benefit plans in the second step depend on being enrolled in certain plans in the first 

part.  A good example is eligibility for the correct life and disability options depends on the election of VRS Hybrid or ORP Plan 2.   

Part 1 of the benefit election process will present to the employee an inbox message similar to this:  

Part 2 of the benefit election process will present to the employee an inbox message similar to this:  

The Benefit Election Process 

Part 1 of the benefits election process includes the following plan types depending on eligibility:  medical, dental, vision, HSA, FSA, mandatory retirement, 
life insurance, additional benefits.   

Part 2 of the benefits election process includes the following plan types depending on eligibility:  insurance/disability, supplemental retirement 
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Example 1:  Housestaff 

Part 1 

Health Care Elections 

 Value Health is a default option, but the option to choose Choice Health is available

 Dental and Vision are auto-enrolled without the option to waive.  The employee must choose the coverage targets

Spending Account Elections - FSA 

 FSA plans are waived by default with the option to elect

 Employees are encouraged to choose a yearly amount to guarantee they reach that amount

 Note the different biweekly amounts.  Frequencies are indicated in parenthesis. The ‘Biweekly’ frequency is 26 weeks/the ‘Biweekly (Benefits)’
frequency is 24 weeks.  The employee will see the applicable deduction on the paycheck based on how many pay periods this deduction is taken
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Additional Benefits Elections 

 Housestaff are eligible for the meal card plan based on the work address being in Charlottesville
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Electronic Signature Text 

 As applicable for the type of employee and the company; employee must choose the ‘I Agree’ checkbox 

 

Part 2 

Insurance Elections 

 Some plans are auto-enrolled; others are optional; errors will display if any plan dependency rules are not followed 

 

 

(Screen shot continued below) 
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Retirement Elections 

 The ‘Ex’ in the plan name means no cash match option is available



Benefits – The Employee Election Process 

Last Revised:  November 30, 2018 Page | 6 

Workday – University of Virginia 

Beneficiary Designations 

 Beneficiaries can be added ‘on the fly’ if none already exist; note that these plans require beneficiaries

 Once beneficiaries are added, the employee must enter the percent allocation

Electronic Signature Text 

 As applicable for the type of employee and the company; employee must choose the ‘I Agree’ checkbox


