
Benefit Enrollment Checklist

 Review all benefit materials and supporting documents, these are in the Employee 
Knowledge Center in Workday under the Menu.

 Complete Benefits Enrollment Task in Workday prior to your deadline – 30 days from your 
hire date.

• Be sure to have Social Security Numbers available for all dependents you will be 
adding.

• If you are covering dependents on medical or dental, you will need to provide 
dependent verification documents within 30 days.

 If you do not complete your Benefit Enrollment Task within 30 days, the following 
coverages will be automatically selected for you:

• Core Life Insurance
• Core Long Term Disability
• Short Term Disability

 Review Retirement Contributions:
• MaineGeneral automatically enrolls you in a 4% contribution to the 403b pre-tax 

retirement account. You must complete your benefit enrollment task in Workday 
prior to making retirement contribution changes.

 Add Beneficiaries for Life Insurance and Retirement
• Adding a Beneficiary job aid is listed in the New Hire section in the Employee 

Knowledge Center and will walk you through naming your beneficiaries for life 
insurance in Workday. 

• To add beneficiaries to your retirement accounts, you can call Lincoln Financial 
directly at 1-800-234-3500 or visit your individual portal on their website at: 
www.lincolnfinancial.com 

Important Need to Knows:
• After enrolling in benefits, your coverage will begin the first of the month following your 

enrollment deadline.
• Health and Dental cards will be mailed to your address in Workday (make sure this is 

correct), typically within 3-4 weeks after enrollment is completed.
• Dental cards will include your name only, even if you have dependents enrolled on your 

plan.
• VSP will not send out cards, just let your eye care provider know that you have VSP 

insurance for vision.
• MAP Plan Participants: You will receive an HSA card from HealthEquity 3-4 weeks after 

enrollment is completed. It arrives in a plain, white envelope. 
• FSA Participants: You will receive an FSA card from EBPA 3-4 weeks after enrollment is 

completed. It arrives in a plain, white envelope.
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