
How to process a Qualified Life Event in Workday: 

 

 Log into Workday at workday.simmons.edu 

 Click the Benefits Worklet 
 

 
 

 Click “Benefits” under the change  
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 Drag down to find the applicable Benefit Event Type, Parking or MBTA 
 

 
 

 Enter the effective date of your change in the Event Date Field and hit submit. 
Please note, MBTA changes are due by the 10th of the month for the following 
month and Parking changes are due by the 25th of the month for the following 
month. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 

 Once submitted you will get an "Open" or “Revise” box on the second screen 
which will allow you to go into the system and make the changes to your benefits 
 

 
 

 Once elections are made follow the prompts to complete the request 

 Print or save your confirmation statement once you have finished your election 
 


