
Rev. 11/10/2023 

     1 

 

Job Aid: Changing Electronic  
Document Consent in Workday 

Document Name: Changing Electronic Document Consent Click here to enter text. 

Date Revised: 11/10/2023  Written by:   Victoria Jeon Approved by: Click here to enter text. 

 

Procedure 
 

1. Open an internet browser like Firefox or Google Chrome and access Workday via Splash located under Team 
Member Tools 
 

  
 

2. From the Workday home page, click View All Apps → Benefits Icon  
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3. Select Change Benefits from the left navigation area 

 

 
 

4. Choose Electronic Document Consent from the drop down menu 

a. Benefit event date: Enter today’s date or pick from the calendar icon 

b. Submit 
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5. Find the task in your Workday inbox and launch 

 

6. Choose Manage on the Electronic Document consent card 

 

 
 

7. Click Confirm and Continue  

 

 



Rev. 11/10/2023 

     4 

 

 

 

8. On the coverage screen, change the answer (from Yes to No  OR  No to Yes)  

 

 
 

9. Once you submit your response, click Review and Sign 
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10. Scroll to the bottom of the page and review the Legal Acknowledgements and select I Accept.   

a. Once the I Accept box is checked, click Submit 

 

 

11. Print your Confirmation Statement and store a copy on your computer 

a. Note:  It is always recommended to print or save an electronic copy of your elections for future 

reference 

 
 

 


