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From the main page in Workday, click on the 
“View All Apps” icon. Then click “Benefits and 
Pay” in the pop-up window. 

On the following page, click on  “Change Benefits” 
under “Tasks and Reports” to launch your HSA 
Contribution Change Event. 

Please Note: You can save the enrollment form at 
any point and complete it at a later time. To pick 
up where you left off, just go back into your 
Inbox.  



 

 

 

 

 

 

 

 

 

 

2. On the next page, click on the “Benefits” 
button under the Change menu.  

1. Select change reason “HSA Contribution 
Changes” and today’s date. Then click submit 
at the bottom of the page. 

2. Click “Open” on the pop-up. 

3. Click “Let’s Get Started” on 
the next page. 



 
 

 

 

 

 

 

4. Click “Manage” under the HSA plan that corresponds to your medical plan.   

a. UHC PPO 2250 > HSA  
b. Kaiser HSA > HSA - Kaiser  

5. Verify “Select” is selected and click “Confirm and Continue”. 



           

 

 

 

 

7.  Next click “Review and Sign”. 

6.   FI will match your HSA contributions dollar for dollar up to half of the 
deductible of your plan. 

a) Enter the total annual election for the remainder of the year and 
hit enter. (Your annual contributions are capped lower than the 
IRS maximum to account for the FI match)  

b) Enter the number of remaining paychecks in the current year.  
c) Workday will automatically calculate the monthly contribution 

field. 
Please note: 

• Contributions are deducted once a month, not semi-monthly.  
• Benefit deductions will be taken on the first paycheck (15th) of 

every month.  
• You should expect the calculated semi-monthly contribution 

amount to be doubled and only taken once a month, if you are 
paid on a semi-monthly basis.  

• If you are interested in maximizing your HSA contributions by 
front-loading, please reach out to ~Benefits Services or x808-5886 
for assistance with your election. 

 



 

 

 

 

 

8.  Lastly click “Submit” after reviewing your 
elections. 


