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Background:  
 
When a team member is covered by more than one benefit plan, the plans work together to determine 
which plan is the primary payer and which is the secondary. This is often referred to as Coordination of 
Benefits. Canada Life requires Michaels send over coordination of benefits information to ensure 
claims are processed correctly. If we do not send over COB information for TMs and their dependents, 
claims can be denied due to missing the correct information.  
 
This job aid details the steps a team member can take to add the coordination of benefits 
information in Workday as well as integration file logistics.  
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Initiating Coordination of Benefits Event in Workday 
 

1. Team member will log into Workday. 
2. They will go to their benefits and search change benefits. Select the Change benefits task. 

 
 

 
 
 

3. They will select Coordination of Benefits (Canada) as of the current date. Then click 
Submit. 
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4. Now a To Do Step to Verify Dependents will Trigger along with the event itself into the TMs 

inbox.  
5. The TM will navigate to their inbox to complete the Coordination of Benefits event. They’ll 

click Let’s Get Started. 
 
 

 
 

6. The TM will then click Enroll under the Coordination of Benefits Card. 
 

 
 

7. The TM will click Select then Confirm and Continue. 
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8. Under Coverage, the TM will pick the appropriate selection then click Save. 
 

 
 

9. Now click review and sign. 
 



Canada Coordination of Benefits 
     

6 
 

 
 

10. Now Scroll down, click I accept then Submit. 
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11. The TM can then view their benefits statement to see the change posted. 
 

 
 

 

Integration File Logistics 
1. The weekly integration file sends from Workday to Canada Life each Wednesday. Any  

 
 

2. finalized benefit changes will flow over on the integration and update in Canada Life’s 
system within 2-3 business days. 
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