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Upon launch of Workday all Essex Associates will be required to update their Emergency Contacts and Insurance 

Beneficiaries. 

Every Associate will have an Action Item in their Workday Inbox to complete this task. 

1. Select Emergency Contacts & Beneficiary under the Inbox section. 

You can also access your Inbox using this icon. 

The Action Item in Inbox requires three steps as shown in the screenshot below – Change My Emergency 

Contacts, Change Benefits, and Submit the Action Item for processing. 

2. Select the Change My Emergency Contacts button to start. 
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You’ll be directed to the Change My Emergency Contacts screen. 

3. Enter your Primary Emergency Contact. Items with a red * are required. 

a. Select the pencil icon to enter data into each section. 

4. Click the Submit button to complete the process. 

You’ll be taken back to the Action Item screen in your Inbox. 

5. Select the Change Benefits button. 
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You’ll be directed to the Change Benefits screen. 

6. Select Beneficiary Change. 

7. Enter today’s date in the Benefit Event Date field. 

8. Click the Submit button. 

You’ll be taken to a screen to open the election. 

9. Select the Open button. 
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You’ll be taken to the Change Benefit Elections screen. 

10. Select the Continue button to proceed. 

 

11. On the next page, select the + icon to enter beneficiaries. 

12. Click the Continue button. 
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You’ll be directed to the following screen where you’ll confirm your beneficiaries. 

13. Select I Agree. 

14. Click the Submit button. 

15. Click the Done button on the next screen. You’ll be directed to the Action Items screen in your Inbox. 

16. Once you have completed entering Emergency Contacts and Beneficiaries, select the Submit button at the bottom 

of the Action Item page. 


