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How to complete benefits enrollment in Workday

From the home page of Workday, click on 

Open Enrollment Change 

in the Awaiting Your Action box.

Click Let’s Get Started

This will start the benefits enrollment 

process. The tobacco attestation 

appears first.
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How to complete benefits enrollment in Workday
Individual benefits are 

managed in their own 

boxes. 

Click ENROLL or 

MANAGE on any of the 

boxes to open the 

benefit.

Do not click Review 

and Sign at the bottom 

until you are completely 

finished with your  

benefit elections. 

Save for Later will allow 

you to come back to 

your benefit elections 

during the enrollment 

period. 
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How to complete benefits enrollment in Workday

When you click enroll or 

manage to open a specific 

benefits box, the available plans 

will appear. 

Rates on this slide may be 

different from what you see in 

Workday. 

The opportunity to add a 

dependent will appear after 

you select a plan. 
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How to complete benefits enrollment in Workday

If you enroll your legally married 

spouse in your Allegion medical 

plan, you will need to answer or 

“select” the attestation.

You have three options:

Adding my spouse who can have  

medical coverage elsewhere. (this 

option adds a $100 a month fee) 

Adding my spouse who has VA 

medical coverage and is under 65,

Adding my spouse who can not 

have medical coverage elsewhere. 

You may waive the attestation only if 

you are not adding a souse to your 

Allegion medical coverage.

The opportunity to add a 

dependent will appear after 

you choose a plan. 
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How to complete benefits enrollment in Workday

After you select a plan for any of the 

benefits, the dependent page will 

appear allowing you to add and 

enroll your dependents.

You must enter the legal name,  

date of birth and social security 

number for each dependent you 

enroll in Allegion coverage.

You only need to enter your 

dependents once. When you open a 

new benefits box, the dependents 

you entered previously will appear. 

Check the box next to the 

dependents name to add them to 

coverage.



7 | Presentation title

How to complete benefits enrollment in Workday

After you have saved each benefit election, a notification will 

appear reminding you that you have saved an election but not 

submitted your election yet.

Click Enroll or Manage to elect a spending account.
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How to complete benefits enrollment in Workday
If you elect the PPO medical plan, 

you are eligible to elect Healthcare 

FSA. 

If you instead elect the HSP medical 

plan, you will also need to elect an 

HSA but you are not required to add 

pre-tax funds to your HSA.  You may 

also elect a limited purpose FSA.

You are not required to elect a 

medical plan to elect a dependent 

care FSA or healthcare FSA. 

You will need to designate your 

annual goal or per paycheck amount 

when electing a spending account.
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How to complete benefits enrollment in Workday

If you elect a spending 

account that is not compatible 

with your medical plan choice, 

you will receive an error 

notice and the spending 

account selection will be 

grayed out.  You will need to 

make corrections to your 

spending account election or 

medical election to move 

forward. 
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How to complete benefits enrollment in Workday

Any basic life or disability 

benefit that is provided by and 

paid for by Allegion, will be 

grayed out. You can not make 

edits to these benefits.

Please open or manage the 

life insurance to add a 

beneficiary. You will need the 

full name, DOB and contact 

info for a beneficiary. SSN is 

NOT required for a beneficiary 

to life insurance.

Spousal & child life assume 

the employee is the 

beneficiary 
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How to complete enrollment in Workday

The ARAG Legal and Norton 

Life Lock voluntary benefits 

are also in Workday for 

enrollment. 

The EAP box is grayed out. 

Allegion pays for this benefit.
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How to complete benefits enrollment in Workday

When you have completed all 

benefit elections, click Review 

and Sign in the lower left. 

If you choose to Save for 

Later, your elections will only 

save during the first 30 days. 

After 30 days your saved 

items will be removed. 

When you click Review and 

Sign, you will see the View 

Summary page. Please make 

sure your OE benefit elections 

are correct! 
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How to complete benefits enrollment in Workday
Move to the bottom of the page to 

click the I Accept box. This is your 

electronic signature. 

Click the orange Submit button.

 

You have 

successfully 

submitted your 

benefit 

elections!

If you would like to

print your elections, 

click View

Benefits Statement.
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