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https://app.tango.us/app/workflow/f79ac8bf-91c4-495c-b2ff-1d5fa93583c5?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


Login to Workday 20 Steps

STEP 1

Click on Benefits and Pay from "Your Top Apps" widget. 

Note: you may need to click 'view all apps' to find the Benefits and Pay app if you don't have it 
saved as one of your top apps.
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https://impl.wd12.myworkday.com/maryfreebed2/d/home.htmld
https://impl.wd12.myworkday.com/maryfreebed2/d/home.htmld


STEP 2

Click on Change Benefits

STEP 3

Click on Change Reason and select HSA Enrollment
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https://impl.wd12.myworkday.com/maryfreebed2/d/inst/13102!CK5mGhEKBggDEMenAhIHCgUI1Q0QRw~~*xEobj84Mj9o~/cacheable-task/2998$43525.htmld#backheader=true
https://impl.wd12.myworkday.com/maryfreebed2/d/inst/247$1422/rel-task/2997$1293.htmld?maskContext=43723$1


STEP 4

Select the day in which you'd like this benefit change to take place. 

STEP 5

Click on Submit
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STEP 6

A window will pop up, Click on Open OR Navigate to your workday inbox and 
click 'Let's Get Started' on the enrollment task. 

STEP 7

Click on Let's Get Started
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https://impl.wd12.myworkday.com/maryfreebed2/d/inst/13102!CK5mGhEKBggDEMenAhIHCgUI1Q0QRw~~*xEobj84Mj9o~/cacheable-task/2998$43525.htmld


STEP 8

Click on Manage

STEP 9

Select the HSA benefit
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https://impl.wd12.myworkday.com/maryfreebed2/d/inst/2362$18528/rel-task/2997$15223.htmld
https://impl.wd12.myworkday.com/maryfreebed2/d/inst/8085$88371/rel-task/2997$15286.htmld


STEP 10

Click on Confirm and Continue

STEP 11

Enter your per paycheck amount or annual amount, the other will
 automatically calculate. 
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STEP 12

Note your estimated annual contributions will appear at the top of the
 enrollment window. 

STEP 13

The Summary section will also show the annualized company contribution
 and a calculation of your total annual HSA contribution. 
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STEP 14

Note the total Maximum Annual Amount allowed by the IRS, which is based on
 your tier of enrollment in the HDHP 2000 plan. 

STEP 15

Click on Save
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STEP 16

Note you have saved, but you have NOT submitted your enrollment changes 
yet. 

STEP 17

Click on Review and Sign
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https://impl.wd12.myworkday.com/maryfreebed2/d/inst/2362$18528/rel-task/2997$15223.htmld?refresh=true&ref=%2Fmaryfreebed2%2Finst%2F2362%2418528%2Frel-task%2F2997%2415223%2Ehtmld


STEP 18

Click on I Accept…

STEP 19

Click on Submit
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STEP 20

Click on View 20XX Benefits Statement to view or print your elections. 
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