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Initiate a Benefit Change 
All Employees 

(Canada) 

Purpose:  

 

 

 

 

 

Use this guide to initiate a benefit change in Workday and update your retirement plan 

contributions. You can increase or decrease your weekly contributions at any time. 

 

Section One – Change your Pension or Voluntary Contributions ......................................................... 1 
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Section One – Change Your Pension or Voluntary Contributions 

  
On the Home page, click the 

Personal icon.  

 

 

 

 

   

 
From the Personal drop down, 

select Benefits and Pay. 
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Click Change Benefits. 

 

 

 

 

   

 
Select Benefit Coverage Change  

 

Enter the Benefit Event Date. 

 

Click Submit. 

 

 

 

 

 

 

 

 
On the pop-up window, click 

Open. 

 

 

   

 
Click Let’s Get Started. 
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Click Manage (if you have already 

enrolled) or Enrol (if you are 

enrolling) on the plan that you 

want to update. 

 

  

 

 

 

If you wish to change your core 

pension contributions, click on  

Select.  

 

Click, Confirm and Continue.  

 

 

 

 

 

 

 

Enter your Contribution 

Percentage. Click Save. 
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To elect voluntary contributions 

under the DC pension plan, return 

to the Defined Pension Plan tile 

and click Manage. From there, you 

can specify the percentage of 

additional contributions you’d like 

to make above 5%. 

 

 

 

 

You return to your previous 

election for Defined Pension Plan – 

Sun Life 5%. Click Select on the 

Sun Life Financial Voluntary 

Contributions. Then click on 

Confirm and Continue. 

 

Review your contrinution and click 

Save 

 

Note:  

This is a two-step process. 
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You now have the option to add 

your Voluntary Contribution to the 

Defined Contributions Pension 

Plan – Sun Life Financial Voluntary 

Contribution. Enter your 

Contribution Percentage.  

 

Click Save to continue. 

 

 

 

 

To make contributions to RRSP, 

click Enrol on the Registered 

Retirement Savings Plan (RRSP) 

card. 

 

 

 

 

 

Select the RRSP Benefit plan and 

click Confirm and Continue.  

 

Note:  

It is recommended that you review 

the General Instructions. 
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You have the option to select 

Amount or Percentage.  

 

 

 

 

   

 

Enter your Contribution 

Percentage or Amount. Click 

Save. 

 

 

 

 

   

 

To enrol in the Tax-Free Savings 

Plan plan, click Enrol on the TFSA 

(CELI) card. 
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Select TFSA (Sun Life Financial) 

plan.  Click Confirm and 

Continue.  

 

Note:  

It is recommended that you review 

the General Instructions. 

 

 

   

 

You have the option to select 

Amount or Percentage. Click 

Save to continue. 

 

 

 

 

   

 

Enter your Contribution 

Percentage or Amount. Click 

Save. 
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Once done, review your elections. 

Click on Review and Sign. 

 

 

 

 

 

 

 

 

 

 

 

 

Review your Summary of 

elections to ensure all selections 

are correct. Once confirmed, scroll 

down to read and acknowledge 

the Benefits Electronic 

Signature. 
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Don’t foget to check the “I Accept”  

box – this box is required before 

you can Submit.  

 

 

 

 

 

 

 

 

 

Once you submit, you have the 

option to View and Print your 

Benefits Statement. Click Done 

to complete your 

changes/enrolment. 

 

 

Note:  

Once you have submitted your 

enrolment, a task will be sent to the 

Benefits Team to review.  

If everything is in order, your 

elections will be approved.  

If any corrections are needed, the 

Benefits Team will return the task to 

you with comments. You’ll find it in 

your Workday inbox.  

Please be sure to check your 

Workday inbox within a few days of 

submitting your enrolment to 

confirm it has been approved or to 

address any required changes.  This 

is our primary method of 

communication regarding your 

benefits enrolment. 
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Section Two – Benefit Resources 

To help you better understand your benefits and retirement plans, there are one key place where you can 

access additional information:  

 

1. Workday Benefits Resources 

 

Workday provides quick access to key documents such as benefits booklets, travel assistance information, EAP 

brochures etc.  

 

To access these in Workday:  

  
On the Home page, click the 

Personal icon.  

 

 

 

 

 

 

 

 
From the drop down, select 

Benefits and Pay. 
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Select the Suggested Links icon to 

view your resources. To access the 

resource, click the document title. 
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