
 

How to Update your 401k Elections 

 

1. Log in to the desktop version of Workday by clicking here 

 

2. Under Applications click on Benefits 

 

 

 

3. Under Change click on Benefits 

 

 

 

 

https://www.myworkday.com/wday/authgwy/prolinkstaff/login.htmld?redirect=n


 

4. For Change Reason select Retirement Contribution Change 

For Benefit Event Date enter Today’s Date 

Then click Submit 

 

 

5. Click on Open when the popup box appears 

 

 

6. Click on Let’s Get Started 

 



 

 

7. Click on Enroll in either or both the 401k (before-tax) and 401k ROTH (after-tax) 

 
 
 

8. Click on Select then Confirm and Continue 

 
 
 

9. For Contribution Type you can select either a dollar amount or a percentage 
Make your election amount and then click Save 

 

 



 

 
 
 

10. Review your election amount and then click on Review and Sign 
 

 
 

11. Under Electronic Signature you will need to check the I Accept Box and then click Submit 
 

 

 


