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RESOURCES AVAILABLE

How Do I Enroll in Benefits and Pension as a New Hire?

•https://ubc.service-now.com/selfservice?id=kb_article&sys_id=41d8858d1bb320509068c992604bcbe7&table=kb_knowledge

How Do I View My Benefits?

•https://ubc.service-now.com/selfservice?id=kb_article&sys_id=7445eca01b10e814b2eda8ecbc4bcb60&table=kb_knowledge

How Do I Enroll, Waive, or Add/Remove a Dependent From My Health Benefits Coverage?

•https://ubc.service-now.com/selfservice?id=kb_article&sys_id=8de786d71baae05027278556cc4bcb83&table=kb_knowledge

How Do I Add/Create a New Dependent?

•https://ubc.service-
now.com/selfservice?id=kb_article&sysparm_article=KB0016816&sys_kb_id=081da1d91b732450ba8f539f034bcbfc&spa=1

https://ubc.service-now.com/selfservice?id=kb_article&sys_id=41d8858d1bb320509068c992604bcbe7&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=7445eca01b10e814b2eda8ecbc4bcb60&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=8de786d71baae05027278556cc4bcb83&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sysparm_article=KB0016816&sys_kb_id=081da1d91b732450ba8f539f034bcbfc&spa=1


AGENDA

3

1 Enrolling in Benefits/Pension as a New Hire

2 How Do I View My Benefits?

3 How Do I Enroll, Waive, or Add/Remove a Dependent From My Health Benefits Coverage?

4 Q+A



4

ENROLLING IN 

BENEFITS/PENSION AS A 

NEW HIRE



ENROLLING AS A NEW HIRE

If eligible for benefits, as a new employee, the new 

employee will receive a message in their Workday inbox 

with steps to enroll for and change benefits.

New hires must complete onboarding tasks 

in order! Onboarding tasks are sent in 

batches – new hires will not see benefits 

enrolment task until they complete first 

batch. 

If the onboarding task has expired and is no 

longer in the new hire’s inbox, please 

proceed to these steps.

https://ubc.service-now.com/selfservice?id=kb_article&sysparm_article=KB0017011&sys_kb_id=8de786d71baae05027278556cc4bcb83&spa=1


ENROLLING AS A NEW HIRE
This will bring them to the main page for making 

benefits elections for Health Care, Insurance and 

Retirement, and Additional Benefits

Click on 

Enroll for the 

relevant 

Benefit



Be sure to enter Personal Health Number 

(PHN) to ensure Extended Health 

coverage is complete.
ENROLLING AS A NEW HIRE

If you do not click 

Select, the default is 

Waive.

At the next step, you 

will have the option to 

add dependents. Read 

the information to the 

right for who can be 

added as a 

dependent.



ENROLLING AS A NEW HIRE

If enrolling for single 

coverage (if no 

dependents), click 

Save.



ENROLLING AS A NEW HIRE

This brings you back to 

the enrollment page. 

Repeat these steps for 

each benefit type.



ENROLLING AS A NEW HIRE

If you added dependents previously, you 

will see them at this page when enrolling 

for all other benefit types.



ENROLLING AS A NEW HIRE

The Basic Group Life Insurance and 

Disability Benefit Plan coverage is 

mandatory, so you will not see the option 

to waive.



ENROLLING AS A NEW HIRE
At this step, new hires can designate 

their beneficiary. 

Please designate a beneficiary as this 

is required by UBC.



ENROLLING AS A NEW HIRE
After repeating these steps for all relevant 

benefit types, click Review and Sign.



ENROLLING AS A NEW HIRE
Check the ‘I Accept’ box and click 

Submit. From there, you’ll be able to view 

your benefits statement.

Please refer to the Knowledge Base article for additional information

Employees need to wait at least five 

business days for this information to be 

transmitted to the SunLife system to then 

register an account with SunLife.

https://ubc.service-now.com/selfservice?id=kb_article&sys_id=41d8858d1bb320509068c992604bcbe7&table=kb_knowledge
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HOW DO I VIEW MY 

BENEFITS?



VIEWING YOUR BENEFITS

Click on your profile 

from the Workday 

homepage

Click on Benefits

This page displays 

your benefits with 

the option to view 

your dependent and 

beneficiary 

information as well

In this particular screenshot, you can see only Dental coverage 

appears, not Extended Health. Please review your benefits 

summary to ensure everything is correct and add your Personal 

Health Number (PHN) to your Personal Information on your 

Workday profile. Your PHN is required for Extended Health.
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HOW DO I ENROLL, 

WAIVE, OR ADD/REMOVE 

A DEPENDENT FROM MY 

HEALTH BENEFITS 

COVERAGE?



Click on the Benefits application 

from your Workday homepage

Under the ‘Change’ header, click 

on ‘Benefits’.



The Change Benefits page opens. 

From the Change Reason list, select 

Enroll/Waive/Add or Remove 

Dependent (Other than 

Divorce/Separation/Death) – Health 

Benefits.

By selecting a Change Reason, the 

Benefit Event Date field will appear. 

Manually type in the Benefit Event 

date, or click on the calendar icon and 

select the date from the pop-up 

calendar.

Note: the date selected cannot go back more than 45 days. 

If you would like to go back more than 45 days, please 

contact Jacky.Ivans@ubc.ca for an exception.

Click Submit

mailto:Jacky.Ivans@ubc.ca


Once you have submitted your Benefit 

Event request successfully, click Open 

to view the next Action Items.

Click Let’s Get 

Started



Click Manage under Extended 

Health with Health Spending 

Account (note: this may appear as 

Extended Health for some).

This is the Health Care main page where changes can be 

made for all health benefit types.

In this example, the employee is 

enrolled for single coverage and would 

like to add a dependent to their health 

care plans. Click Select, then Confirm 

and Continue.



Read the information to the right side of the screen, 

which describes who you can add as a dependent.

Click on Add New Dependent. Refer to How do I 

add or create a dependent? for further instructions.

Once the new dependent(s) have been added, click 

Save.

https://ubc.service-now.com/selfservice?id=kb_article&sysparm_article=KB0016816&sys_kb_id=081da1d91b732450ba8f539f034bcbfc&spa=1


Repeat these steps for each benefit 

type.

The Health Care main page appears again. The Extended 

Health with Health Spending Account section has updated 

with the added Dependent.



After you’ve enrolled for each 

benefit type, click Review and Sign.

Check the ‘I Accept’ box and click 

Submit



You’ll then be taken to a page 

indicating your enrolment was 

successful. You can view your 

benefits statement from here.

You can view your Benefits 

Elections (including Dependent 

and Beneficiary details) at any time 

from your employee profile in 

Workday.

Student Status for eligible coverage dependents (19-25) 

needs to be updated annually in the month of their birth 

date. This can be completed via the Benefits Summary from 

the employee profile in Workday.
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Q+A

Next Workday Wednesday: December 8th from 10:00 –

11:00am

Topic: HR and Finance Q+A

Registration link

https://ubc.zoom.us/meeting/register/u5UlduChqTgrGNwSvjVuvzHfwRnp5N7z-iD3

