
Enrollment Through Workday



Workday Enrollment

— To enroll in benefits or waive a 

coverage select Manage or 

Enroll in the applicable benefit 

“box” on this main screen



— Once you select 

Manage/Enroll on the main 

screen, you will advance to the 

applicable benefit screen 

where you can enter elections

— Once you’ve entered them, 

select Confirm and Continue  

Workday Enrollment



— On the following screen you can 

enter new dependents or remove 

existing dependents from the 

coverage

— To add, select Add New 

Dependent

— To remove, unselect the 

checkbox on the applicable 

dependent

— Once you are finished, click Save 

and you will be taken back to the 

main screen

Workday Enrollment



Workday Enrollment

— For Voluntary Employee Life 
coverage, the system will only 
allow you to enroll in $25k 
increments up to a maximum 
maximum of 5x salary

— Voluntary Spouse Life will also 
be in $25k increments

— Voluntary Child Life will be in 
$10k increments

— You must elect Voluntary 
Employee Life in order to elect 
Voluntary Spouse and/or Child 
life

▪ The amount of Voluntary 
Spouse and/or Child Life 
cannot exceed 50% of your 
Voluntary Employee Life 
amount



Workday Enrollment - Beneficiaries

— Beneficiaries are required 

for Basic (employer-paid) 

Life and AD&D coverages 

and for Voluntary 

Employee Life and/or 

Voluntary Employee (and 

Family) AD&D coverages



Workday Enrollment - Beneficiaries

— You are required to 

complete all required (*) 

fields



Workday Enrollment - Beneficiaries

- An address is required for the 

beneficiary.  You enter this on the 

second tab

- You are able to select “Existing 

Address” from the drop down if you 

would like to use your own address



— Once you are finished with your 

enrollments, select Review and 

Sign at the bottom of the main 

screen

Workday Enrollment



Workday Enrollment – Review and Confirmation

— You will be taken to your 
enrollment summary page.  
Please review carefully.  
Once you’ve reviewed and 
are ready to submit your 
enrollments, you must review 
the legal notice at the bottom 
of the screen and select the I 
Agree check box.  Then 
select submit

▪ Please note: if you are 
adding a new dependent, 
backup documentation is 
required (marriage 
certificate for a spouse and 
birth certificate for a child).  
Please upload these in the 
attachment section



Workday Enrollment - EOI

— If your election requires EOI, 

you will receive a task in 

your Workday inbox that 

takes you to the Lincoln 

online portal where you can 

complete the EOI form



Workday Enrollment - EOI

— If you have not registered for 

an account with Lincoln yet, 

you will first need to do so

— Company Code is 

ASAHIKASEI all one word 

and in ALL Caps

— Select Register to advance to 

next screen


