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Intended Audience:  
 

Employees 
 
Background:  

 
• On your first day with MaineGeneral Health you will receive an email from the MGH Benefits 

Team, this email will provide several resources to help you get started on your New Hire 
Benefit enrollment. 

• New Hire benefit enrollment must be completed within 30 days of your hire date. 
• You will automatically be enrolled into a 403b Pre-Tax Retirement at 4% - to make changes 

you must first complete your New Hire Benefit Event in Workday then you can modify your 
retirement contributions. Visit the Retirement page in the Employee Knowledge Center for the 
job aid that will help you change your retirement contributions. 

• If you waive Short-term Disability, Spousal Life, Supplemental Life during your new hire 
enrollment and decide to enroll in the future during annual enrollment or a life event, evidence 
of insurability will be required and you are not guaranteed coverage. 

 
Instructions:  

1. Select the My Tasks icon in the top right corner in Workday 
2. Select Your Benefit Materials, this task is to provide guidance on visiting our Employee 

Knowledge Center and steps to complete benefit enrollment, once you no longer need the 
benefit materials you can click the Submit button to close the task. 

3. Select Change Benefits for Life Event to get started with your New Hire Benefit Enrollment 
4. Select Let’s Get Started button 
5. All benefits eligible for changes will have a Manage or Enroll button under them. Review each 

benefit tile (Medical, Dental, Vision, etc.) and make desired changes:  
a. Each benefit tile you select, a screen will appear with the Benefit Plans Available – click 

Select to enroll into the benefit or waive to not enroll. 
b. Select Confirm and Continue 

i. To add your Spouse and/or Children you will select Add New Dependent from 
the next screen and fill out all required fields, a pop up will appear going over 

https://www.mainegeneral.org/employee-knowledge-center/
https://www.mainegeneral.org/employee-knowledge-center/


New Hire Benefit Enrollment in Workday 
 

 

05/2026        Knowledge Center 

requirements for adding a dependent. Click OK to move forward to the next 
screen. 

ii. Fill out all information that has an asterisk for your dependent, these fields are 
required. National ID is where you add your dependents social security number, 
this is required. 

iii. Select the Save button, if additional dependents need to be added repeat steps 
c-e 

iv. Once all your dependents are added select Save, there should be a blue check 
box next to each dependent to show they’ve been added. You only need to add 
your dependents once.  

6. Repeat steps a-b for the additional benefits, when you get to the Dependents section you will 
select the box next to the dependents you want covered – then select Save. 

7. When all your changes have been made, select the Review & Sign button at the bottom of the 
New Hire screen 

8. A summary will open to review your elections – review your Selected Benefits and Waived 
Benefits to make sure your benefit elections are correct, once you’ve confirmed, select the 
Submit button 

 
 
Questions? 
 
Send an email to the MGH Benefits Team: MGHBenefitCustomerService@Mainegeneral.org  
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