
 

 

Steps for Changing Your Commuter Benefits Program Contribution in Workday 

 

1. Login to Workday, Leidos’ HR System 

 

2. Select ‘Menu’ located in the top left corner 

 

 

 

 

 

3. Select ‘My Benefits and Compensation’ 
 

 

 

 

 



 

 

4. From the ‘Benefits’ drop down menu, select “Benefit Elections”  
 

 
 

 

 

 

5. Select “Change Benefits” under Benefit Elections and My Cost 

 

 

 

 

  



 

 

6. Select “Commuter Benefits Program” in the Benefit Event Type drop down 
menu and enter today’s date (please note: your deduction change will be 

held until first of the following month, unless today is the 1st of the month), 
and click “Submit”. 

 
 
 
 

                
 
 
 

 
 
 
 

 
7. Click “Open” on the “You have submitted” popup window. 

 
 
 

                             

 

 

 



 

 

8. Select “Enroll” or “Manage” under the Parking or Transit plan  

 
 

 

 

9. Click “Select” and then “Confirm and Continue” to proceed to the next page to 

enter amount 

 

        
 

 

  



 

 

10. Enter the amount you would like to contribute per paycheck and then click “Save” 

*Please note that per paycheck deductions will only occur two times per month (four 

times per month if paid weekly). Any months where additional checks occur will not 

have a Commuter deduction.  
 

 

 

 

 

11. Select “Review and Sign”. Once election is reviewed, check the “I Accept” box under 

the Electronic Authorization and click “Submit” 

 

 

 


