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Congratulations! It is Open Enrolment time (June 3 – June 14, 2024) and you are now eligible 
to change your benefit elections. This guide will walk you through completing your Canadian 
Open Enrolment in Workday. You can access Workday through the 
SharePoint Intranet, by visiting https://wd5.myworkday.com/michaels, or on a mobile device 
using the QR code above. 
 
For detailed information about the different benefit options available to you as a Michaels 
Team Member, please visit www.MIKBenefits.com 

Selecting Your Benefits 
During Open Enrolment you will see an Announcement on the Workday homepage and two 
tasks for Open Enrolment in your Workday inbox. The first task will be “Verify Dependants 
for Open Enrolment” and the second will be “Open Enrolment Change.”  

 
Table of Contents for Open Enrollment Drop Medical or Dental Coverages: 

• Open Enrollment Task 

• Tobacco Use 

• Open Enrolment home page 

• Medical & Prescription Drug  

• Dental 

• Upload Documents 

• Review and Submit 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.mikbenefits.com/
https://signon.michaels.com/FIM/sps/Workday/saml20/login
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Open Enrolment Task 
1. Start by navigating to your inbox in Workday. Notice, the task will also show in the 

Awaiting your action section. 
 

 
 

 
 

2. Once you click on the item under awaiting your action or the inbox item, the below will display. 
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3. Select the orange “Let’s get Started” button.  
 

 
 

Tobacco Use 
 

4. When you begin your open Enrolment, the Tobacco Use question will appear first. All Full-Time 
eligible Team Members and their Enroled spouse/domestic partner must answer this question. If 
you do not have a spouse Enroled, you will only see the tobacco question for yourself.  

 

 
 
 

 
 
 

Open Enrolment Homepage 
5. On the Open Enrolment Homepage, you will see all eligible plans with the option to 

Enrol under each plan. When you’re ready to update the coverage, click on Enrol or 
Manage for the appropriate plan. 
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Medical & Prescription Drug 
 

6. You can click on Manage under the Health Coverage (Canada)  
 

 
 

7. Click Waive to drop medical then confirm and continue 
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8. Complete the coordination of benefits card by enrolling in the applicable plan.  

 

Dental  
9. The next Enrolment option available is the Dental section. After clicking Enrol or 

Manage, you will be able to Select or Waive coverage.  
 
 

10. Follow these same steps for dental by clicking on Manage under the Dental Coverage (Canada) 
card.  

 

 
 

11. Waive dental and then select confirm and continue. 
 
 

 
 

 
 

12. Next click Review and Sign. 
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Upload Documents  
 
 

13. You are required to provide proof of other coverage if you are dropping medical and or dental. 
You will be able to attach proof of coverage on the last page before submitting your final 
elections on the Electronic Signature page.  

 

 
 
 

14. Now click Select files. 
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15. Once the document has been attached it will be recorded and be saved within your Open 
Enrollment Task.  

 

 
 
 

Review and Submit  
 

16. You will need to acknowledge and click I accept. Then Submit your Open Enrollment Task to 
finalize your changes.  
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17. Failure to include proof of coverage will result in the team member's benefits being reinstated as 
of July 1st,2024. 

 
 

18. Now view the 2024 Benefits Statement if you would like to review a summary of your changes. 

 
 

19. Click Print to PDF and save a copy to your computer.  

 



Page 10 

Open Enrolment Dropping Medical or Dental Guide 
Canadian Team Members  

 

 
 

 
 
 

 


	Open Enrolment Task
	Tobacco Use
	Open Enrolment Homepage
	Medical & Prescription Drug
	Dental
	Upload Documents
	Review and Submit

