
Geƫng started—Step 1 of 2 

Log into Workday at: hƩps://wd3.myworkday.com/agropur   

Enter in Username and Password 
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Helpful Hint! 

This procedure is made for the  web version of Open Enrollment, but you may complete Open Enrollment 
using the Workday applicaƟon for your smartphone. See the phone icon and blue boxes throughout the 
procedure for Ɵps for the mobile app. 



Geƫng started—Step 2 of 2 
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To access your inbox, click on the inbox in the 
upper right or lower leŌ 

Go to your Workday inbox and look for the acƟon 
item Open Enrollment Change 

Mobile app will have the Inbox on the boƩom of the screen 
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Click Let’s Get Started to start making selecƟons 

Workday Inbox Task 



SelecƟng your Benefits—Open Enrollment Main Screen 
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Click on Enroll or Manage on each Ɵle complete 
the following - 

Enroll, manage, or waive coverage 

Add or remove qualifying dependents 

Enroll in HSA or FSA plans and input contribuƟon 
amounts 

Make sure to review each Ɵle to ensure correct 
coverages 

Helpful Hint! 

If you already have previous coverage, your elecƟons and dependents will be pre-populated with your 
current elecƟons.  Click on Manage under each Ɵle to review or make changes to coverage.  HSA and 
FSA contribuƟons do not carry over from year to year. If you would like to contribute to an HSA or FSA 
account, you must enroll and enter your 2025 contribuƟon amount.  

Mobile app is similar to the screen above, click 
on the Ɵles to view plans and make elecƟons 



SelecƟng your Benefits– Enrolling in Plans and Adding a Dependent 
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To Select or Waive a plan, click on Select 
or Waive for each plan opƟon listed 

Make sure to read all of the text under each plan, listed 
here is important informaƟon regarding the plan 

Click on Confirm and ConƟnue to proceed to 
next screen—here you can add and select 
your dependents if needed 

In the mobile app you will have to click on Blue Circle to select 
plan type.  Once you select a plan, it will take you to the screen to 
add dependents if appropriate - then click the blue check mark in 
upper right corner when done.  If you click on a Ɵle, and need to 
go back without making changes,  use the back arrow at the top 
of the page.  



SelecƟng your Benefits– NavigaƟng the Plan Screen 
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Coverage and plan cost will update to the 
correct Coverage Ɵer as you add/remove 
dependents.  Price is listed as semi-monthly.    

Pay special aƩenƟon to any General InstrucƟons, important 
informaƟon regarding the plan will be listed here 

Use the Save buƩon to save changes 
and proceed to the next screen 

Use the Cancel buƩon to be brought 
back to the home screen—using the 
back buƩon on the internet browser will 
bring you back to home screen as well 

Helpful Hint! 

If you see                                       the  bubble pop up, click on the bubble for details. The error or 
errors must be fixed before you can conƟnue. If you need help with an error or the enrollment 
process, contact the Employee Service Center at  866-445-8885 for help.  



SelecƟng your Benefits—Enrolling in Plans and Adding a Dependent 
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Click on Add New Dependent to create a new    
dependent for your plan 

Current dependents and newly added dependents 
on the plan will be listed like the table below—click 
the blue check mark to remove or add them to the 
plans 

Be sure to review the helpful  

informaƟon under each plan 

AŌer adding the dependents or if you do 
not need to add dependents click on Save 
to conƟnue to review other plans 

Page 8 and 9 will explain how to add a dependent 

Use the Arrow to navigate back to the home 
screen 

Click on the       for important plan InformaƟon 

Cost and Coverage will be listed under each plan  

Click on Details for plan informaƟon 

Click on Edit to view or add dependents 



SelecƟng your Benefits—How to Add a New Dependent 
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Click on Add New Dependent 

Under the Add my Dependent from Enroll-
ment click on Click on OK to proceed 

Mobile App:  Click “Add Dependent” 
then click the arrow to conƟnue.  Com-
plete all of the fields with a red * and 
click “OK”.   



SelecƟng your Benefits—How to Add a New Dependent 
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Fill out all the informaƟon 
with a red star * next to it 

Under NaƟonal IDs select Add to input 
the dependent’s social security number 

Under Address and Phone & Email, select 
Use ExisƟng to select a address or phone 
you already have in Workday 

If dependent has a different address or 
phone, input the phone or address in the 
boxes provided  

Click Save once de-
pendent informaƟon 
has been added 



SelecƟng your Benefits—NavigaƟng the Home Screen and Reviewing SelecƟons 
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Once selecƟons have been made, the changes are reflected 
on the home screen—here you will see cost, coverage, 
number of dependents, and waived plans 

To make changes to plans that you’ve already 
enrolled in, click on Manage to make changes 

Note: HSA and FSA contribuƟons do not carry over 
from year to year. If you would like to contribute to 
an HSA or FSA account, you must enroll and enter 
your 2025 contribuƟon amount.  

AŌer the health plans, Legal Shield and HSA/FSA have been 
reviewed, scroll down to review Insurance porƟon of Open 
Enrollment 



SelecƟng your Benefits—Reviewing Insurance  
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NOTE: You must add a beneficiary for your life insurance. This informaƟon is kept in 
Workday only. Neither Agropur nor Metlife keep paper copies designaƟng beneficiaries.  

Beneficiaries can be designated under the Employee Basic Life—USA  

If you wish to enroll in addiƟonal Life and AD&D 
coverages for yourself, spouse, or children—
select Enroll under to select coverage amount 
and designate a separate beneficiary if needed 

Page 12 –15 will explain how to add a beneficiary 



SelecƟng your Benefits—Adding a Beneficiary 

12 

Under Employee Basic Life—USA select Manage 

The plan is already pre-selected for you, don’t forget to review the 
General InstrucƟons for helpful informaƟon 

Select Confirm and ConƟnue to go to beneficiary designaƟon screen 



SelecƟng your Benefits—Adding a Beneficiary 
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Click on the + sign to add a new row and then click on the 
white box to bring up the selecƟons 

You can either click on ExisƟng Beneficiary Persons to use a 
person you already have in Workday or click on Add New 
Beneficiary or Trust to add a new name 

AŌer clicking on Add New Beneficiary or Trust this box will 
come up, select the Add New Beneficiary or Add New Trust 
circle and hit ConƟnue 

If you have any current beneficiaries they will already 
populate under the Primary Beneficiaries 



SelecƟng your Benefits– Adding a Beneficiary 
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Select the Add buƩon under 
Phone and Address to use an 
exisƟng address/phone or add in 
a new address/phone 

Select OK once your 
beneficiary informaƟon 
has been added 

Under the Add new Beneficiary or Trust, fill out 
all informaƟon that has a red star * next to it 

AŌer filling out the RelaƟonship and Legal 
Name, click on the Contact InformaƟon tab to 
add phone and address of your beneficiary 



SelecƟng your Benefits—Adding a Beneficiary  
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Once the beneficiary has been added, enter in a number in the 
Percentage box (this designates how much of that policy you want 
paid out to that person if you have more than one beneficiary and 
percentage must equal 100%) Click “Save” when done. 

On the mobile app, click the arrow when 
you are finished with the beneficiaries to 
be brought back to the home page 

On mobile app, select          
Employee Basic Life—USA  
Ɵle to view details  or update           
beneficiary then select View 
to make changes. 

Under View, select the Pencil icon 
to make changes or add a benefi-
ciary—when you’re finished with 
changes, click the check mark in 
upper right corner to save. 



SelecƟng your Benefits—AddiƟonal Benefits and Review and Sign 
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AddiƟonal Benefits are provided to you by Agropur at no extra 
cost to you, nothing needs to be done under these Ɵles 

Select Review and Sign 
once you are finished with 
benefit selecƟons 

If at anyƟme you want to save your benefit selecƟons and resume it later 
select Save for Later (the task will be in your Workday inbox) 

Note: Saving for later does not submit your benefit selecƟons, you must log 
back into Workday to complete the Review and Sign funcƟon to finalize 
your benefit selecƟons 

On mobile app, select the View Summary buƩon to review benefit 
selecƟons before submiƫng  



SelecƟng your Benefits—View Summary and AƩachments 
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Before submiƫng benefits, review 
your selecƟons for accuracy 

AƩach required documents. If you have added a new de-
pendent, you must aƩach a birth or marriage cerƟficate 
here.  A PDF or clear photo can be aƩached.  If you need 
help or do not have the documents, please contact the 
Employee Service Center at 1-866-445-8885. 



SelecƟng your Benefits—Electronic Signature and ConfirmaƟon of ElecƟons 
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Carefully read the terms displayed for the 
Electronic Signature and check I Agree  

Click Submit to complete your Open Enrollment 

CongratulaƟons, you have submiƩed your 2025 Open Enrollment! 

Click View 2025 Benefits Statement to review selecƟons 



How to Make Changes to Open Enrollment aŌer Submission 
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Need to make a change before open enrollment closes? You can!  Simply go to your welcome page, click on Menu in up-
per leŌ corner of your screen, then Benefits & Pay,  and you will see the following screen: 

Click the Edit buƩon to make your 
changes 

Make sure any changes that are 
made are submiƩed, any events 
that are saved for later will not re-
flect updates made and will revert 
back to your original submission 

Mobile App:  Click “Apps” at the boƩom of your 
screen, then choose “Benefits and Pay”.   Then click 
“Edit” under “Benefit Event:  Open Enrollment USA” 


