
Managing Your Benefits in Workday 

Through Workday, you can easily manage your benefits by reporting coverage changes and updating 
your benefit elections.  This guide provides general instructions, so please contact the Benefits team for 
further assistance with any specific questions.  

UPDATE SUPPLEMENTAL RETIREMENT CONTRIBUTIONS (403b or 457) 

STEP 1: LOG IN TO WORKDAY 

1. Select South Texas College Login and Enter your username and password. 

                 

2. Select MENU and navigate to PERSONAL 

 
 

3. Select BENEFITS and PAY 



4. Select CHANGE RETIREMENT SAVINGS under Tasks and Reports 
 

 
 

5. Enter the date you would like your change to take effect 

 
 

6. Select ENROLL or MANAGE on the corresponding plan type 

 
 
 



7. For 403b Annuities: Select your annuity plan from the list 

 

 

8. Enter the contribution amount you would like per pay period: 

 

 

 



9. For Texa$aver 457: Select the plan type  

 

10. Select contribution type and amount you would like to contribute per pay period: 

 

11. Once changes have been made, select review and submit at bottom of screen. 

 

 

 

 

 

 

 

 



UPDATE VOLUNTARY DEDUCTIONS 

STEP 1: LOG IN TO WORKDAY 

1. Select South Texas College Login and Enter your username and password. 

                 

2. Select MENU and navigate to PERSONAL 

 
 
 
 

3. Select BENEFITS and PAY 

 

 



 

4. Navigate to VOLUNTARY DEDUCTIONS on left hand side. 
 

 

 

5. Select either ADD to enroll in new deduction or EDIT to adjust current contribution. 

 



6. If adjusting contribution, you must select an end date via the EDIT option of your current 
contribution. 

 

7. Once an end date is entered you will navigate to the ADD button and enter your new 
contribution amount. Select the corresponding plan from the drop-down list. 

 



8. Select the frequency of contribution, start date and amount. Then select ok to save. 
 

 


