
CLARK COUNTY OPEN ENROLLMENT INSTRUCTIONS 2020 
 
 
Once a year, open enrollment allows you to update your benefit elections. During this period, you will receive a task 
in your Workday Inbox. To complete your open enrollment, use the following instructions: 

SELECT YOUR BENEFITS 

From your Home page: 

Click the Inbox icon . 

Click the Open Enrollment Change task. 

Select Elect or Waive for each Health Care Election choice. Your current elections are set as your default. 

Modify your coverage, if needed. 

PLEASE NOTE: If you are electing to “waive” coverage, you will also need to select “waived” in the coverage column. 
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ADD DEPENDENTS 

1. Click the prompt icon in the Enroll Dependents column. 

2. Select Existing Dependents to add an existing dependent or Add My Dependent From Enrollment to add a new dependent. Complete all 
required information. 

REMOVE DEPENDENTS 

1. Click the prompt icon in the Enroll Dependent field. 

2. Click the X next to a dependent’s name to remove them from the plan. 

3. Click Continue. 
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ADD THE HEALTH SAVINGS ELECTION - IF YOU ARE ENROLLED IN A HDHP 
The next step displays the Health Savings Account election information. If you choose a High Deductible Health Plan (HDHP), then you must elect 
this. You do not however, have to contribute to this account. The County will contribute $20.83 per pay period to this account for Employee Only 
coverage, or $41.67 per pay period for Employee Plus One or Two/more coverage. 

1. Select Elect if you choose a HDHP (High Deductible Health Plan).. 

2. Enter the amount you want to contribute, either a yearly amount or a monthly amount. The monthly amount will be divided by two to become your 
“per pay period” amount. This amount can be changed during the year. 

3. Click Continue 
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ADD HEALTHCARE FSA AND/OR DEPENDENT CARE FSA 

For the Healthcare FSA account, you must be enrolled in the Traditional healthcare plan, you cannot be in a HDHP. 

For the Dependent care FSA account, you can be in ANY of the healthcare plans. 

For the Limited Purpose FSA account, you must be enrolled in a HDHP. 

1. Select Elect if you choose to participate, or Waive if you do not. 

2. Enter the amount you want to contribute, either a yearly amount or a monthly amount. The monthly amount will be divided by two to become your 
“per pay period” amount. This amount CANNOT be changed during the year without a qualifying family status change event. 

3. Click Continue 
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ADD GROUP LIFE INSURANCE OR LTD BUY-UP 

Open Enrollment is a good time to assess your Life Insurance needs. If you decide to apply for Additional Life Insurance for yourself, your spouse, 
your domestic partner or dependent child, you will receive a follow-up task from Human Resources to fill out a Medical History Statement. This 
must be filled out and sent in to The Standard Insurance Company. Once their Underwriter’s Department approves, the additional cost and 
coverage will begin. 

1. Click the Arrow to expand the Insurance Plan Dependencies and Coverage Limitations section. 

2. Select Elect or Waive for each insurance election and modify your Coverage Levels, as needed. The cost related to the amount of coverage 
you have selected will automatically populate. You will not be charged this amount until after the coverage have been approved. 

3. If you choose to participate in the voluntary “LTD Buy-Up” program at Open Enrollment, you do not need to fill out a Medical History Statement. 

4. Click Continue 
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DESIGNATE LIFE INSURANCE BENEFICIARIES 

Your life insurance plan requires beneficiaries. This means that you must designate one or more beneficiaries, or you will not be able to complete 
your Open Enrollment task. It is highly recommended that you designate a contingent beneficiary as well. 

 
 
1. Click the Add Row icon  to add a beneficiary. 

2. Click the prompt icon in the Beneficiary field to select from a list of existing beneficiaries. Or, select Create to add a new beneficiary. To 

remove a beneficiary, click the Remove Row icon  next to that beneficiary. 

3. Enter the percentage of benefits for each beneficiary in the Primary Percentage / Contingent Percentage column. Your primary beneficiary and 
contingent beneficiaries must add up to 100%. 

4. Click Continue. 
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ADD ADDITIONAL BENEFITS 

The EAP program (Employee Assistance Program), is a benefit that every county employee receives at no cost to them. 
 
 
.1. Click Continue 
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LOOK OVER AND REVIEW YOUR ELECTIONS FOR ACCURACY - Notice your monthly cost in the upper-right corner 

Scroll down and confirm that the coverage information you chose, dependents to be covered, and beneficiary information is accurate. 

Click Continue. 
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COMPLETE YOUR ENROLLMENT 

1. Select the I Agree checkbox to confirm your electronic signature.  

 

 
 

2. Click Submit. A confirmation page displays 

3. Click Print to generate a PDF version for your records and then Done to complete the task. 
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PLEASE NOTE: IF YOU NEED TO MAKE A CORRECTION AFTER YOU HAVE SUBMITTED YOUR ELECTIONS, AND OPEN ENROLLMENT HAS 
NOT CLOSED YET: 
1. Go to your home page. 

2. Click on the Benefits Worklet 
 

 
3. Click on the “Change Open Enrollment” tab 

4. Go through the process and make the appropriate corrections and submit again. 
 
 


