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How to Enroll in Benefits in Workday - New Hires 

Before enrolling in benefits in Workday, visit benefits.truist.com for information about all the offerings. 

You can also access Alex® – our interactive decision support tool – to preview elections and costs. 

In this guide: 

Get Started 

Health Care Plans 

Tax-Advantaged Accounts 

Insurance and Retirement 

Unum Optional Benefits 

Review, Sign, and Submit Elections 

Technology Alert 

Use the Edge or Chrome browsers for the best 
experience.
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https://benefits.truist.com/
https://www.myalex.com/truist


Get Started 
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 Log in to Workday.

 Click Go to Inbox at the bottom left of the homepage.

In the Inbox find the task: 

Change Benefits for Life Event 
Or 
Benefit Event: New Hire 

Click Let's Get Started. 

https://www.myworkday.com/wday/authgwy/bbt/login.htmld
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Benefits Enrollment Main Screen 

At the top of the screen, you'll see: 

• Projected Total Cost Per Paycheck: Total costs
calculated as elections are made

• Projected Total Credits: Credits available if you
participate LifeForce

Be sure to scroll down to see all plans you can enroll in. 

You'll enroll in each one at a time, as desired. 

To enroll in health benefits, click Enroll on each tile. 

After you enroll in a plan, you'll be taken back to the main 
screen and see a confirmation of your election. 

The link in the tile will change to Manage. 

Note: The tile links for Disability and Basic Life already are 
Manage because minimum coverage is provided to you at 
no cost. 

You can Save for Later and return to complete enrollment 
during the enrollment period. 
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You will enroll in benefits one at a time, selecting a plan first, then adding any dependents who will be covered. 

As a new hire, all elections default to "waived." You must select plans to enroll in the ones you want. 

Review the medical, dental, and vision plans on benefits.truist.com. 

Medical 

Select a plan or leave Waive selected if you aren't 
enrolling in Medical. 

Kaiser Permanente plans display only if you live in an 
area where it operates. 

Click Confirm and Continue. 

If you selected a HDHP (high deductible health plan), you 
must also elect an HSA (Health Savings Account). 

Find it later on the main screen and click Enroll. (See 
below for instructions.) 

https://benefits.truist.com/benefits/medical.html
https://benefits.truist.com/benefits/dental.html
https://benefits.truist.com/benefits/vision.html
https://benefits.truist.com/
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Add Dependents, if desired 

If you want to cover your spouse, domestic partner, and/or 
dependent or qualified children, click Add New 
Dependent. 

If you're covering only yourself, click Save at the bottom of 
the screen. 

Add Dependents 

While adding covered dependents, check the box if that 
person should be a beneficiary of your Truist life 
insurance, pension, and health savings account. 

Click OK. 
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Add Dependent Information 

Complete the information on the full screen. Required 
fields are marked with: * 

• Name

• Personal Information

• National IDs – This is where to enter the dependent's
Social Security Number, Individual Taxpayer
Identification Number, other national identification. If
an ID isn't available yet, skip this step.

• Address

• Phone & Email

Click Save. 



© 2024 Truist Financial Corporation. Truist, the Truist logo and Truist Purple are service marks of Truist Financial Corporation. 

Add Another Dependent 
or 
Select Dependents to Cover 

Click Add New Dependent for each person who needs to 
be covered. 

When all dependents are listed, you must check the 
boxes of all dependents you want covered by the 
Medical plan. 

If you didn't enter a Social Security Number or other ID on 
the previous screen, you'll be prompted to enter it or a 
reason why an ID isn't available. 

Click Save. 

You'll be taken back to the main screen and see a 
confirmation of your election. 
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Dental 

From the main screen, click Enroll in the Dental tile. 

Select a plan or leave Waive selected if you aren't 
enrolling in Dental. 

Click Confirm and Continue. 

Select Dependents to Cover 

If you added dependents during Medical enrollment, you 
must check the boxes of all dependents you want 
covered by the Dental plan. 

If you didn't enroll in Medical or add dependents then, add 
any now. See the instructions above. 

Click Save. 
You'll be taken back to the main screen and see a 
confirmation of your election. 

Vision 

From the main screen, click Enroll in the Vision tile. 

Select a plan or leave Waive selected if you aren't 
enrolling in Vision. 

Click Confirm and Continue. 
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Select Dependents to Cover 

If you added dependents during Medical or Dental 
enrollment, you must check the boxes of all dependents 
you want covered by the Vision plan. 

If you didn't enroll in Medical or Dental or add dependents 
then, add any now. See the instructions above. 

Click Save. 

You'll be taken back to the main screen and see a 
confirmation of your election. 
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Hospital Insurance 

If you would like to elect Hospital Insurance for you and/or 
your family, click Enroll in the Hospital Insurance tile. 

Click Confirm and Continue. 

Click Save. 

You'll be taken back to the main screen and see a 
confirmation of your election. 
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Accident insurance 

If you would like to elect Accident Insurance for you and/or 
your family, click Enroll in the Accident Insurance tile. 

Click Confirm and Continue. 

Click Save. 

You'll be taken back to the main screen and see a 
confirmation of your election. 
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Tax-Advantaged Accounts 

Tax-advantaged accounts help you pay with pre-tax dollars for health care related expenses, dependent care for child care expenses, 
and parking or transit expenses that aren't covered by any other benefit plan. 

HSA – Health Savings Account 

If you selected an HDHP medical plan, you must elect an 
HSA. 

If you enrolled in a PPO medical plan or waived the HDHP 
plans, you can't elect an HSA. 

From the main screen, click Enroll in the HSA tile. 

Click Select. 

Click Confirm and Continue. 

https://benefits.truist.com/benefits/tax-advantaged-accounts.html
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HSA – Health Savings Account Contributions 

Enter an amount in Per Paycheck or Annual. The other 
field will calculate automatically. 

You can't contribute more than is allowed for the 
remainder of the year. 

You'll get an error if your amount is too high. The error will 
display a correct maximum amount to enter. 

HSA – Add or Select Beneficiaries 

Use the plus sign to select an existing or add a new 
beneficiary person or trust to this plan. 

You can also edit the percentage allocation for each 
beneficiary. 

If you have only one primary or secondary beneficiary, the 
allocation for each must be 100%. 

Click Save. 
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HSA - Add Beneficiaries 

If you're adding a beneficiary or trust, select then click 
Continue. 

HSA - Add Beneficiary Person Information 

If you're adding a person as a beneficiary, complete the 
information on the full screen. Required fields are marked 
with: * 

Click the Contact Information tab. An address for your 
beneficiary or trust is required. 

Information on the other tabs isn't required. 

Click OK. 

You'll go back to the Contributions and Beneficiaries 
screen. 

Edit the percentage allocation for each beneficiary. 

Click Save. 
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HSA - Add Beneficiary Trust Information 

If you're adding a trust as a beneficiary, complete the 
information on the full screen. Required fields are marked 
with: * 

Click OK. 

You'll go back to the Contributions and Beneficiaries 
screen. 

Edit the percentage allocation for each beneficiary. 

Click Save. 
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You'll be taken back to the main screen and see a 
confirmation of your election. 

FSA – Health Care 

If you enrolled in a PPO medical plan or waived the HDHP 
plans, you may elect a Health Care FSA. 

From the main screen, click Enroll in the FSA – Health 
Care tile. 

Click Select on the first option. 

Click Confirm and Continue. 
FSA – Health Care Contributions 

Enter an amount in Per Paycheck or Annual. The other 
field will calculate automatically. 

You can't contribute more than is allowed for the 
remainder of the year. 

You'll get an error if your amount is too high. The error will 
display a correct maximum amount to enter. 

Click Save. 
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You'll be taken back to the main screen and see a 
confirmation of your election. 

FSA – Dependent Care 

From the main screen, click Enroll in the FSA – 
Dependent Care tile. 

Click Select on the first option. 

Click Confirm and Continue. 

FSA – Dependent Care Contributions 

Enter an amount in Per Paycheck or Annual. The other 
field will calculate automatically. 

You can't contribute more than is allowed for the 
remainder of the year. 

You'll get an error if your amount is too high. The error will 
display a correct maximum amount to enter. 

Click Save. 
You'll be taken back to the main screen and see a 
confirmation of your election. 
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Insurance and Retirement 

Truist provides core disability coverage and basic life insurance at no cost to you. You can choose and pay for greater coverage. 

Disability 

From the main screen, click Manage in the Disability tile. 

The 50% disability option is automatically selected. 

If you want to buy the 60% option, select it. The 50% 
option will be waived automatically. 

Click Confirm and Continue to see how much it will cost. 
Disability Coverage 

Your coverage amount and cost per paycheck will display. 

If you chose the core 50% option, the cost will say 
"included." 

Click Save. 

You'll be taken back to the main screen and see a 
confirmation of your election. 
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Basic Life 

From the main screen, click Manage in the Basic Life tile. 

Click Confirm and Continue to add beneficiaries. 

Basic Life Beneficiaries 

Select an existing or add a new beneficiary person or trust 
to this plan. You can also adjust the percentage allocation 
for each beneficiary. 

See the instructions above for adding a beneficiary or 
trust. 

Note: The beneficiary designations you make for Basic 
Life also apply to Supplemental Life insurance benefits. 

Click Save. 
You'll be taken back to the main screen and see a 
confirmation of your election. 

Supplemental Life 

If you want to buy more than basic life insurance, click 
Manage in the Supplemental Life tile on the main 
screen. 

Select the plan. 
Click Confirm and Continue to select coverage. 
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Supplemental Life Coverage 

You can choose a coverage amount up to eight times your 
BAR. 

Select the coverage amount from the dropdown. The cost 
per paycheck will display. 

Note: The beneficiary designations you make for Basic 
Life also apply to Supplemental Life insurance benefits. 

Click Save. 
You'll be taken back to the main screen and see a 
confirmation of your election. 

AD&D 

If you want to elect Accidental Death & Dismemberment 
insurance for you and/or your family, click Enroll in the 
AD&D tile from the main screen. 

Select the plan(s). 

Click Confirm and Continue to select coverage and add 
beneficiaries. 
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AD&D Coverage and Beneficiaries 

You can choose a coverage amount up to 10 times your 
BAR. 

Select the coverage amount from the dropdown. The cost 
per paycheck will display. 

Select an existing or add a new beneficiary person or trust 
to this plan. You can also adjust the percentage allocation 
for each beneficiary. 

See the instructions above for adding a beneficiary or 
trust. 

Click Save. 

You'll be taken back to the main screen and see a 
confirmation of your election. 

Dependent Life 

If you want dependent life insurance for your 
spouse/domestic partner and/or your dependent children, 
click Enroll in the Dependent Life tile on the main 
screen. 

Select the plan(s). The cost per covered person per 
paycheck will display. Click Confirm and Continue to 
select coverage and dependents.
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Dependent Life for Children 

If you elected dependent life insurance for children, select 
coverage amount: 
• $ 7,500
• $10,000
• $15,000
The cost per paycheck will display.

Select dependent children who will be covered. 

If you didn't enroll in a health plan or add dependents 
then, add any now. See the instructions above. 

Click Save. 
Dependent Life for Spouse/Domestic Partner 

If you elected dependent life insurance for your 
spouse/domestic partner, select coverage amount: 
An increment from one to 10 times your BAR, up to a 
maximum $1,000,000, whichever is lower 

Select the dependent spouse/domestic partner who will be 
covered. 

If you didn't enroll in a health plan or add dependents 
then, add any now. See the instructions above. 

Click Save. 
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You'll be taken back to the main screen and see a 
confirmation of your election. 

Critical Illness 

If you would like to elect Critical Illness for you and/or your 
family, click Enroll in the Critical Illness tile. 

Select Non Tobacco or Tobacco for yourself and spouse 

Click Confirm and Continue. 

Click Save. 
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Critical Illness 

Select the coverage level for yourself and your spouse. 

**Note: Spouse coverage must be half the amount of the 
employee coverage 

[-Internal-] 
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Review, Sign, and Submit Elections 

When you've made elections, you can review a summary, then change them, save for later, or sign and submit to complete enrollment. 

On the main screen, click Review and Sign in the bottom left. 

View Summary 

Review all the elections you made, making sure to scroll down to 
see all of them. 

The projected total cost per paycheck is in the upper left. 

You can: 
• Click Cancel to return to the main screen and make any

changes.
• Click Save for Later to return to Workday to complete

enrollment at another time.
Or:
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Sign and Submit 

If you're ready to complete enrollment, scroll to the Electronic 
Signature section. 

Check the box next to I agree. 

Click Submit to provide an electronic signature and complete 
enrollment. 

On the next screen, you can view and print your benefits 
elections. 
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