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Benefits and Pay Menu Quick Guide 

(for Non-SPMS Employees) 

 

 

1. Login to Workday using your W# and password. 
 

2. Click the Menu at the top left of the screen and select Benefits and Pay from 

the drop-down menu. 
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3. The Benefits and Pay Overview will display the Current Benefit Costs which is a 
total of the worker’s monthly benefit costs. 
 

 
 
 

NOTE: Non-SPMS employees do not have access to Pay and Compensation 

data and will receive an error clicking on items in those menus. 

 

4. The Benefits Menu provides access to: 

• Benefit Elections – current benefits elections 

• Benefits by Date – benefits elections as of a particular date 

• Dependents – current and former dependents 
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5. The benefits elections screen displays all current benefit elections and 

details. 

 

 
 

 

6. The Benefits by Date screen displays benefits elections and details for a 

specific (selected) date. 
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7. The Dependents screen displays all current and former dependents, their 

relationship, age and elections 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


