
UPDATING YOUR DCAP FSA- SELF 
SERVICE 

How to update your DCAP FSA in WorkDay 



2 STEP 1  

 Log into WorkDay; in the home screen, click on the “Benefits” 
icon.  
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3 STEP 2 

 Click on the ‘Benefits’ option in the Change Menu 
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4 

1. Select the “Update- FSA DCAP” option from the list of Benefit 
Event Types 
 

 

 
3. Click on “Submit” at the  

bottom of the page 
 

 
2. Enter the date of the 

event (today’s date) 

STEP 3 
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5 

 In the next screen, click on the “Open” option 
 

 
 On this page, you will  

be able to update your  
Dependent Care FSA 
elections 
 

STEP 4  
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6 STEP 5 

 Under ‘Elect/Waive’ click on the option you wish to select.  
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1. Elect the amount you would like to contribute for the year by entering 
it as shown below, keep in mind that the maximum yearly amount is 
$5,000. 

STEP 6 

1 

2. The monthly paycheck contribution will be automatically filled out 
once you enter the yearly amount 
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8 STEP 7  

1. Once you’ve made your elections, click on continue at the 
bottom of the page. 
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9 STEP 10  

 Scroll down the next screen and electronically sign off on the 
changes you’ve made 
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10 STEP 11  

 Click on the “Submit” icon at the bottom of the page, then click 
on “Done” in the next screen 
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