M,gglc

Updating Benefits for a Life Event
in Workday

Objectives:

¢ Beneficiary Change

e Birth/Adoption of a Child(ren)

e Death of Spouse, Domestic Partner or Child(ren)

o Dependent Care Expenses — Significant Change

e Gain, Loss or Significant Change to Other Coverage
e Health Savings Account Contribution Change

e Life and AD&D Election Change

e LTD Election Change

e Marital Status or Domestic Partner Change

How do | change my Benefits in Workday for a Life Event?

1. From the Home Page, click the Menu in the top left
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2. Go to Benefits, under the Menu

Menu X

Apps Shortcuts

:q Pay

(&) Benefits
v

A= Personal Information
o Performance

@e

% Talentand Performance




3. Click on Benefits

Change View
Beneficiaries Benefit Elections
Dependents Benefit Elections as of Date

Retirement Savings

Change Benefits

Change Reason * @ Beneficiary Change
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(_) Birth/Adoption of a Child(ren)

() Death of Spouse, Domestic Partner or Child(ren)
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(O LTD Election Change
‘C} Marital Status or Domestic Partner Change

Benefit Event Date

b | MM/DD/YYYY [

Submit Elections By  (empty)

;”_“‘-\I enter your comment

( Save for Later ) ( Cancel )

Under Change Reason, select the applicable Life Event change and the Benefit
Event Date. And click Submit in the bottom left corner.
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5. A pop-up will come on the screen, you will select Open. Then select Let’s Get Started.
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6. Select the applicable changes for the Life Event selection you have chosen.



7. If you are making updates to a Beneficiary, you will need to select Manage under the plan
the beneficiary should be tied to. Then click on Confirm and Continue. This section
allows you to add, delete, or adjust the percentage amount

Standard Employee Life - Prudential Class 1 (Employee)

Projected Total Cost (Monthly) Projected Total Credits
$0.00

Coverage

Calculated Coverage
Coverage 1 X Salary

Plan cost (Monthly)  Included

Beneficiaries Y
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8. Select the | Agree button and then hit Submit

Electronic Signature

LEGAL NOTICE / PAYROLL DEDUCTION AUTHORIZATION: Please Read;

9. Ensure that you submit all required documentation for Life Event change, if required,
within 60 days of the event date by email to HRConnect@mosaicco.com.
Documentation is required for the below events:

e Birth/Adoption of a Child(ren)

e Death of Spouse, Domestic Partner or Child(ren)

e Dependent Care Expenses — Significant Change

e Gain, Loss or Significant Change to Other Coverage
e Marital Status or Domestic Partner Change

* If adding dependents for the first time, dependent verification documents are
required. Mosaic requires valid documentation (a Birth Certificate for Dependent
Children, a Marriage Certificate for Spouses, or a Domestic Partner Affidavit) to
establish relations to your eligible dependent(s).

10. If you have any questions in regards to the process you can contact HR Connect at
855-660-6947
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