
Short Term Disability Enrollment Instructions 

 

Step 1 - Initiate the Change Benefits task for special enrollment opportunity: 

Option 1: You can initiate the Change Benefits task using the Announcement located on 
the Workday home page. Click on the announcement and use the BP: Change Benefits 
button at the bottom of the announcement to initiate the task. 

 

 

Option 2: You can access the Change Benefits task in Workday using the Benefits and Pay 
app located in the Menu on the home page. 

 

 



Once you are in the Benefits and Pay app, use the Change Benefits button at the top of 
the screen. 

 

 

Option 3: Type “Change Benefits” in the search bar to access the task. 

Once the task is initiated, select **Special Enrollment | Short Term Disability (STD)** 
from the Change Reason menu. 

Enter 7/1/2025 in the date field. 

 

Use the Submit button at the bottom of the screen to initiate the transaction. 

NOTE: If you do not enter 7/1/2025, you will receive an error message. The task will be in 
your inbox. You will need to change the date and submit it again to continue. 

You MUST complete the remaining steps to enroll in OSTD insurance. 

 

 

 



Step 2 - Enroll in Optional Short Term Disability insurance 

Once the Change Benefits task is properly submitted using the 7/1/2025 date, you will 
receive the Benefit Change - **Special Enrollment | Short Term Disability (STD)** 
enrollment event. 

Click the Let’s Get Started button to review the plans available to you and make your 
selection. 

 

NOTE: if you do not receive the Benefit Change task you are NOT eligible for OSTD.  

Click Enroll in the Optional Short-Term Disability (OSTD) tile to view the plan available to 
you. 

 



To enroll in the plan available to you, Select the plan.  

If you Waive the plan, you indicate that you do not want to enroll at this time. 

Once you have made your selection, click the Confirm and Continue button. 

 

 

If you enroll, your coverage and estimated Plan cost per paycheck based on your current 
salary will be displayed. If your salary changes by 7/1/2025, your premium will adjust 
accordingly. 

Click Save to complete your selection. 

If you want to make changes, you can use the Manage option within the OSTD tile. 

Once your selection is made, click Review and Sign. 

 

 

 

 

 



Review your final selection, check the I Accept box and Submit your enrollment for 
processing. 

 

 

 

If your submission is successful, you will receive a confirmation.  

 


