
Open Enrollment in Workday

A step-by-step guide to assist you in navigating through the 

Benefit Open Enrollment process
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Workday Step-by-Step

Tips Regarding Open Enrollment

By now you should have:
- Reviewed the open enrollment page and video on www.MyNavientWellbeing.com

- Utilized Alex to assist in determining the suggested plan selection for you and your loved 

ones.

Reminders for 2025 Open Enrollment:
- You have three medical plan choices: Gold, Silver HDHP w/HSA, and Bronze HDHP w/HSA. 

Select the one that will best meet your needs.* 

- Only the Silver and Bronze plans provide you the option of the Health Savings Account 

(HSA).

- Navient funds your HSA in the following installments: 50% of the Navient contribution in 

mid-January, 25% in mid-April and 25% in mid-July.

- Open Enrollment is passive this year, current benefit elections will carry over into 2025; with 

the exception of HSA and FSA.

- Take a moment to review the life insurance coverage amounts selected for your spouse, or  

dependent child(ren).

AskHR

www.MyNavientWellbeing.com

* California, Hawaii and Puerto Rico have other options

https://www.mynavientwellbeing.com/#/user/login
https://www.myalex.com/navient/home
https://www.myworkday.com/navient/wdhelp/helpcenter
http://www.mynavientwellbeing.com/


3Confidential and proprietary information  © 2016 Navient Solutions, Inc. All rights reserved.

Workday Step-by-Step

Log into Workday to complete your Open 

Enrollment elections
➢Information you are expected to have available before you get started:

- Dependent(s) / Beneficiary(ies) personal information including:

• Legal Name

• Address & Phone Number

• Date of Birth

• Social Security Number – due to ACA tax reporting, each enrolled dependent must have a valid SS#

• If applicable, documentation to verify your dependent(s)

➢What is the difference between a dependent and a beneficiary?

- A dependent is family member eligible for benefits coverage (spouse or child). A dependent may 

also be a beneficiary.

- A beneficiary may be a dependent or someone, such as your parent or friend, you name to 

receive something upon your death, such as life insurance benefits.

If you have trouble logging in to Workday, please contact the Solution Center at 317.578.6666 or 1.800.441.4005

AskHR

www.MyNavientWellbeing.com

mailto:SOLUTION_CENTER@navient.com
https://www.myworkday.com/navient/wdhelp/helpcenter
http://www.mynavientwellbeing.com/
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Where do I go for more information?
www.MyNavientWellbeing.com

An easy-to-navigate website with information, tools and resources that you may 

access 24/7 from Navient’s intranet, from home, mobile device, or anywhere 

you have Internet access

• Need-to-know information and links for benefits and enrollment

• Tools to assist in making better healthcare decisions, available all year long

- Alex

- Open Enrollment Video

AskHR

www.MyNavientWellbeing.com

https://www.mynavientwellbeing.com/#/user/login
https://www.myalex.com/navient/home
https://vimeo.com/745867038/d26999eb38
https://www.myworkday.com/navient/wdhelp/helpcenter
https://www.mynavientwellbeing.com/#/user/login
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Visit 

www.MyNavientWellbeing.com

Ensure you review the 2025 
Open Enrollment information 
before making your benefit 
elections!

From the home page of 
MyNavientWellebing.com, click 
on “Find out more” to access 
important information regarding 
changes for next year

AskHR

www.MyNavientWellbeing.com

https://www.mynavientwellbeing.com/#/user/login
https://www.myworkday.com/navient/wdhelp/helpcenter
https://www.mynavientwellbeing.com/#/user/login
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Step 1: Review, Change 

or Add dependent(s)

Tip: It’s best to review/edit/add 

dependents BEFORE you make your 

Open Enrollment elections.  Click on 

“Benefits” then “Dependents” to view 

current dependents

You cannot delete a dependent if 

they are currently enrolled in your 

benefit selections!

For example, if you edit a dependent 

from “spouse” to “ex-spouse”, it simply 

changes their status.  They will 

continue to be enrolled in your 

benefits until you remove them during 

your Open Enrollment event or a 

qualifying life event.

AskHR

www.MyNavientWellbeing.com

https://www.myworkday.com/navient/wdhelp/helpcenter
http://www.mynavientwellbeing.com/
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Step 1 cont’d: Review, Change 

or Add dependent(s)

When adding a dependent, you 

will be prompted to add a new or 

choose from an existing 

beneficiary or emergency contact.  

You may also enter your dependent 

as a beneficiary at this time.

Once you click ok, you will be 

prompted to enter their personal 

information.

Please note: Fields with a red 

Asterisk are required

AskHR

www.MyNavientWellbeing.com

https://www.myworkday.com/navient/wdhelp/helpcenter
https://www.mynavientwellbeing.com/#/user/login
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Enrollment Process
Step 2: Locate your OE 

event in your inbox

Home Screen
Once you have logged in to 

Workday from the Navigator portal, 

“Click on your inbox” from your 

home page where an Open 

Enrollment message awaits you.  

Click on the Open Enrollment Event 

to enroll in your 2025 benefits.

Tip:  You may update your 

dependent(s) from within the Open 

Enrollment process, however, it’s best to 

review them BEFORE you click “Let’s Get 

Started. Click on “Benefits” from the 

home page to review your current 

dependent(s).

AskHR

www.MyNavientWellbeing.com

https://www.myworkday.com/navient 

https://www.myworkday.com/navient/wdhelp/helpcenter
https://www.mynavientwellbeing.com/#/user/login
https://www.myworkday.com/navient
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Step 3: Make your Open 

Enrollment elections

2025 Open Enrollment is a 

“Passive” enrollment.  All of your 

current benefit elections will carry 

over into 2025, with the exception 

of your HSA and FSA elections.  

Benefit offerings will be displayed in 

individual tabs.  Select the 

benefit(s) you want by clicking 

enroll/manage on each box.  

Tip: You may click “Save for Later” 

at anytime if you are not ready to 

continue with your elections.

DO NOT click “Review and Sign” 

until you have finalized all of your 

elections.

AskHR

www.MyNavientWellbeing.com

https://www.myworkday.com/navient/wdhelp/helpcenter
https://www.mynavientwellbeing.com/#/user/login
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Step 3: Make your Open 

Enrollment elections

AskHR

www.MyNavientWellbeing.com

Start with your Health Care 

Elections

Follow these steps:

• Click on the Medical tab to enroll.

• Select your medical plan, then 

click Confirm and Continue

• Select dependents that you want 

to cover, then click Save.

*California, Hawaii and Puerto Rico employees 

may have other medical plan options.

https://www.myworkday.com/navient/wdhelp/helpcenter
https://www.mynavientwellbeing.com/#/user/login
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Spouse Premium

If you enroll your Spouse in a medical 

plan and they have access to medical 

coverage elsewhere, then the Spouse 

Premium applies.  The cost is $45 per 

pay period.  During your enrollment, 

you will need to elect this coverage. If 

your Spouse does not have coverage 

elsewhere, please waive this 

coverage, complete the Spouse 

Verification Form, and attach this form 

to your open enrollment event before 

you submit.

If you utilize tobacco products and 

enroll in a Navient medical plan, you 

are required to pay a per pay period 

premium of $38.   

NOTE: The $38 premium for  tobacco 

usage ONLY applies to the MEDICAL 

PLAN.

AskHR

www.MyNavientWellbeing.com

Tobacco Premium

https://www.mynavientwellbeing.com/api/1.0/download/1317?inline=true
https://www.mynavientwellbeing.com/api/1.0/download/1317?inline=true
https://www.myworkday.com/navient/wdhelp/helpcenter
https://www.mynavientwellbeing.com/#/user/login
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Dental

Navient offers two dental plans 

through Anthem.  

Both plans cover:

• Diagnostic and preventive 

services

• Basic and major services

The Gold plan also covers 

Orthodontia.

AskHR

www.MyNavientWellbeing.com

Vision

Vision is offered through 

Anthem’s Blue View Vision.

Plan features:

• Annual eye exam

• Eyeglasses or Contact lenses

• Eyeglass Lens enhancements

https://www.myworkday.com/navient/wdhelp/helpcenter
https://www.mynavientwellbeing.com/#/user/login
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Aflac Accident

Accident Insurance is a 

supplementary benefit that 

assists in paying for medical and 

living expenses if you have an 

injury resulting from an accident.

AskHR

www.MyNavientWellbeing.com

Aflac Hospital Indemnity

Hospital Indemnity insurance 

supplements your existing 

medical coverage to assist in 

paying for out-of-pocket medical 

expenses associated with 

hospital confinement.

https://www.myworkday.com/navient/wdhelp/helpcenter
https://www.mynavientwellbeing.com/#/user/login
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Health Savings Account 

(HSA)

If enrolled in the Silver or Bronze 

Plans, you may contribute pre-tax 

money to the HSA. Your coverage 

level (employee-only or family) and 

age will determine the company 

contribution amount that you 

receive. Navient funds this 

contribution in the following 

installments: 50% of the Navient 

contribution in mid-January, 25% in 

mid-April and 25% in mid-July.

If you are enrolled in the Gold 

Plan, you will not have the option 

to elect HSA contributions.  

AskHR

www.MyNavientWellbeing.com

https://www.myworkday.com/navient/wdhelp/helpcenter
https://www.mynavientwellbeing.com/#/user/login
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Flexible Spending 

Accounts (FSA)

You have two options:

• Health Care FSA

• Elect up to $3,300 annually

• Dependent Care FSA**

• Elect up to $5,000 annually

Note: If you enroll in the Silver or 

Bronze Plans, the Health Care FSA 

is defined as “Limited Use”, which 

means you may use it for dental 

and vision expenses, and only for 

medical expenses after you have 

met the annual deductible amount. 

Once your annual deductible has 

been met you will be permitted to 

use your FSA for medical expense 

reimbursement. 

** The Dependent Care FSA is NOT 

for medical expenses.  This plan is 

primarily for daycare or summer 

camp expenses.

AskHR

www.MyNavientWellbeing.com

https://www.myworkday.com/navient/wdhelp/helpcenter
https://www.mynavientwellbeing.com/#/user/login
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Aflac Critical Illness Employee
Critical Illness insurance provides cash 

benefits when an insured person is diagnosed 

with, or treated for, a covered critical illness.  

Employees may elect $30,000 or $15,000 

coverage.

AskHR

www.MyNavientWellbeing.com

Aflac Critical Illness Spouse
Employees may elect $15,000 or $7,500 of 

coverage for their spouse. The coverage on 

your spouse may not be more than 50% of the 

coverage you have elected.

Aflac Group BenExtend

The Aflac Group BenExtend combines 

accident, hospital indemnity and critical illness 

benefits into one plan design. 

https://www.myworkday.com/navient/wdhelp/helpcenter
https://www.mynavientwellbeing.com/#/user/login
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Company Paid Life and 

AD&D

Navient covers employees at 1x their 
annual salary for Life insurance and 
Accidental Death and 
Dismemberment.  

To make your beneficiary designation, 

you will need to enter the Company Paid 

Group Term life tab.  Click on Confirm 

and Continue.

On the next screen click on the + next to 

Beneficiary.  If adding one or more 

beneficiaries, you will need to make sure 

the percentage adds up to 100%.

The beneficiary(ies) you select are in 

force immediately for all company 

provided and voluntary employee life 

insurance coverage. You are 

automatically the beneficiary for any 

dependent life insurance elected.

Note: Beneficiary(ies) for your 401(k) 

Savings Plan and HSA must be 

designated through Fidelity’s website 

at www.401k.com. 

AskHR

www.MyNavientWellbeing.com

http://www.401k.com/
https://www.myworkday.com/navient/wdhelp/helpcenter
https://www.mynavientwellbeing.com/#/user/login
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Voluntary Life 

Voluntary Employee Life

• If you elect coverage for the first time, 

you will be subject to Evidence of 

Insurability (EOI)*

• If you are currently enrolled and elect 

to increase your life benefit you may 

do so up to 3x your annual salary and 

not be subject to EOI*, 4x or more will 

require EOI*

Voluntary AD&D

• You may elect up 1x- 6x your annual 

salary for you and your eligible 

dependents.  EOI is not required.

Voluntary Spouse Life

• If you elect coverage for the first time, 

or increase your current coverage, 

you will be subject to EOI.

Voluntary Dependent Life

• You may elect either $5,000 or 

$10,000 without EOI.

AskHR

www.MyNavientWellbeing.com

* If you are NOT making any changes to your current Voluntary Employee or Spouse Coverage, 

you will NOT need to complete an EOI form.

https://www.myworkday.com/navient/wdhelp/helpcenter
https://www.mynavientwellbeing.com/#/user/login


19Confidential and proprietary information  © 2016 Navient Solutions, Inc. All rights reserved.

Workday Step-by-Step

Voluntary Life 

• If EOI is required, you will receive a 

Workday notification in your inbox. 

Click on the task to open it up.

• Next, click on the highlighted link 

which will take you to the Prudential 

site to complete your EOI.

Please note – The EOI task will not 

generate in your Workday inbox until 

the week of November 11, once Open 

Enrollment is closed and finalized.  

AskHR

www.MyNavientWellbeing.com

https://www.myworkday.com/navient/wdhelp/helpcenter
https://www.mynavientwellbeing.com/#/user/login
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MetLaw – Legal and 

Identity Theft Protection

The Legal Services plan is a 

voluntary benefit which provides 

you and your eligible dependent 

personal legal services and identity 

theft protection.

Two plans are offered:

• High plan

- $9.00 per pay

• Low Plan

- $5.08 per pay

AskHR

www.MyNavientWellbeing.com

https://www.myworkday.com/navient/wdhelp/helpcenter
https://www.mynavientwellbeing.com/#/user/login
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Step 4: Review your elections 

AskHR

www.MyNavientWellbeing.com

Once you have made your 

elections, scroll down to the 

bottom of the enrollment page 

and click on “Review and Sign.”

On the next screen, your 2025 

benefit elections will populate for 

your final review.

https://www.myworkday.com/navient/wdhelp/helpcenter
https://www.mynavientwellbeing.com/#/user/login


22Confidential and proprietary information  © 2016 Navient Solutions, Inc. All rights reserved.

Workday Step-by-Step

Step 4: Review your 

elections continued

Benefit Elections Review

Evidence of Insurability: If you elected 

insurance that requires documentation it 

will be listed here.

AskHR

www.MyNavientWellbeing.com

https://www.myworkday.com/navient/wdhelp/helpcenter
https://www.mynavientwellbeing.com/#/user/login
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Upload your Dependent supporting documentation

If you are adding a new 

dependent to coverage for 

2025, before submitting 

your final benefit elections, 

please upload your 

supporting documentation 

under the Attachments 

section.

AskHR

www.MyNavientWellbeing.com

TAKE NOTE!  You have until December 15th to submit 

your supporting documentation. If you do not provide 

proper documentation, your dependents will be removed 

from coverage!!

https://www.myworkday.com/navient/wdhelp/helpcenter
https://www.mynavientwellbeing.com/#/user/login
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Step 4: Review your 

elections continued

Elected Benefits: Review your 

elections to ensure they are 

accurate. Once you have made all 

necessary changes, please click 

“Submit” at the bottom of the page.

Note: You must click “I Acept”, and 

then “Submit” to save and finalize 

your elections for 2025.

AskHR

www.MyNavientWellbeing.com

https://www.myworkday.com/navient/wdhelp/helpcenter
https://www.mynavientwellbeing.com/#/user/login
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Step 5: Print off your 

confirmation

Once you have completed your 

Open Enrollment Elections, you 

may print off your Elections 

Confirmation.

For your awareness:  During the 

Open Enrollment period you may 

submit your elections as many 

times as you want; however, once 

Open Enrollment ends (November 

8, 2024) your enrollment will be 

submitted based on your last 

submission and become effective 

January 1, 2025. 

AskHR

www.MyNavientWellbeing.com

TAKE NOTE!  After November 8, 2024, 

no further changes are permitted!!

https://www.myworkday.com/navient/wdhelp/helpcenter
https://www.mynavientwellbeing.com/#/user/login
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Where to go after your 

elections are submitted

✓Your inbox no longer shows that 

you have an Open Enrollment 

message

✓How do you make changes?  

You may change your 2025 benefit 

elections again by clicking on 

“Benefits and Pay” under the drop 

down menu.” Then click on edit.

Reminder: Open Enrollment ends 

Friday, November 8, 2024, your 

enrollment will be submitted based 

on your last submission and 

become effective January 1, 2025.

Note: Don’t forget to 

check for notifications!!

AskHR

www.MyNavientWellbeing.com

https://www.myworkday.com/navient/wdhelp/helpcenter
https://www.mynavientwellbeing.com/#/user/login
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Voluntary Employee Life

• If you elect coverage for the first time, you 
will be subject to Evidence of Insurability 
(EOI)

• If you are currently enrolled and elect to 
increase your life benefit you may do so up 
to 3x your annual salary and not be subject 
to SOH, 4x or more will require EOI

Voluntary Spouse Life

• If you elect coverage for the first time, or 
increase your current coverage, you will be 
subject to EOI.

Please note: Your previous election will 
remain in force until the new coverage 
level has been approved. 

Remember: For benefits questions

1. Visit the Navient Benefits Website at 

www.MyNavientWellbeing.com

- You may review the open enrollment 

presentations, videos, and access the link to 

Alex

 

2. Utilize Alex

- A great opportunity to get your questions 

answered.

3. Contact the Employee Resource Center and 

create a case through Workday using AskHR or 

call 800-441-4063, Option 1, Option 1 for the 

Benefits Department.

AskHR

www.MyNavientWellbeing.com

If you have started a life event change or are a recent new hire, and 

it has not been approved or completed yet, your Open Enrollment 

Event will be “On Hold”. Please contact AskHR for further 

assistance in finalizing your life event change.

https://www.mynavientwellbeing.com/#/user/login
https://www.myalex.com/navient/home
https://www.myworkday.com/navient/wdhelp/helpcenter
https://www.myworkday.com/navient/wdhelp/helpcenter
https://www.mynavientwellbeing.com/#/user/login
https://www.myworkday.com/navient/wdhelp/helpcenter
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