
 
 

 
 

Guide – Correct Dependent DOB 

Employee User Guide 
Purpose: Correct Dependent DOB outside of a Life Event 

1. Getting Started 

a. In the top right corner of Workday, click on your ‘Picture’ button & click ‘View Profile’ 

 

 

 

 

 

b. On the left hand menus, click on ‘Benefits’, click ‘My Dependents’ tab, & then ‘Edit’ next 

to the dependent to be updated 

 

 

 

 

 

 

2. Adding SSN 

a. In the ‘Effective Date & Reason’ section, click on the Pencil icon,  

 

 

 

 

b. In the ‘Reason’ drop down, choose ‘Change Dependent’, select ‘Change Dependent > 

Correct Information’, then click the ‘Checkmark’ 

 

 

 



 
 

 
 

c. Scroll down to the ‘Date of Birth’ section & click on the Pencil icon 

 

 

 

d. Enter the correct ‘Date of Birth’ & click on the ‘Checkmark’: 

 

 

 

e. Once everything is updated, scroll to the bottom & click ‘Submit’ 

 

 


