
Life Change Event Enrollment Instructions  
 

 

1. Click on the Life Change Event tab on the left.  

 
 

2. Select your event:  
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3. Enter the date of your event, then select OK.  

 
 

  

 

 

 

 
 

 

4. Review the information on the Welcome page, then select the Benefit Summary link in the 

Navigation pane on the left. 
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5. Take a look at your current benefits and consider what changes that you want to make.  

(NOTE: see your benefits handbook for a summary of allowable changes). Then, click the 

Dependent and Beneficiary link.  
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6.  Will you be adding a new dependent to coverage as a result of your life event? If so, add them 

here. Select the orange Add a dependent or beneficiary button.   
 

NOTE: This page adds dependent’s information into the system. Adding dependents to benefits 

occurs in step 13.  

 

 
 

7. Enter your dependent’s information. Then click the orange Save button at the bottom.   
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8. You will see your dependent listed in the table. Then, click the Benefit Enrollment link on the 

left to begin making your changes.  

 

 

9. Select the orange Start my Enrollment button. 

 

 

10. Click the orange Select button next to your open event.  
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11.  Under the benefit that you want to change, click the orange Edit Coverage button.  
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12. To change the plan you are enrolled in (if allowed with your event), select the button next to 

the plan that you want.  
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13. To add dependents to your plan, scroll to the bottom. Dependents that are eligible to be 

enrolled in the plan will show. To enroll your dependent in coverage, select the box next to 

their name. You MUST select this box to add them to coverage. Then, click the orange Save 

and Continue button. 
 

(Note: You may add dependents on this screen as well by selecting the orange Add/Review Dependents button 

and following the prompts) 
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14. Confirm your elections. Be sure to review the plan and coverage level that you selected, the 

cost of the plan, and the dependents that you elected to coverage. If you are satisfied with your 

choices and ready to continue, select the orange Update Elections button. If something is 

incorrect or you want to make a change, click the orange Discard Changes button.  
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15. Your new election will show in blue on the Enrollment Summary. Continue making changes to 

your benefits by selecting the orange Edit Coverage button under each benefit.  
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17. When you have finished making your allowed changes for your qualified life event, scroll to the 

bottom on the enrollment options and click the orange Continue button.  

DON’T STOP HERE! YOU’RE NOT FINISHED! 
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18. Review the information on this page carefully. When you are ready to submit your elections to the 

Benefits department, select the orange Submit button.  

DON’T STOP HERE! YOU’RE NOT FINISHED! 

 

 

19. You will see a confirmation that your elections were submitted. Click OK. 

DON’T STOP HERE! YOU’RE NOT FINISHED! 
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20. Your event will show closed. This means it has gone to the Benefits department for review. You 

have the option to print a summary of your submitted elections by clicking the orange Print button. 

Then, select the Benefit Election Review button on the left.  

 

NOTE: It is recommended that you click Print on this page and save the PDF of your elections to your 

computer.  

 

DON’T STOP HERE! YOU’RE STILL NOT FINISHED! 
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21. Review your elections. Then, select Event Completion and Exit on the left.  

NOTE: Your elections are not effective until approved by the Benefits department. To approve your elections, proper 

documentation supporting your event must be submitted. Check your benefits handbook for more information.  

 

DON’T STOP HERE! YOU’RE STILL NOT FINISHED! 
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22. Review the information and make note of the additional steps required to complete your event. To 

complete your qualified life event elections, click the orange Acknowledge and Exit button.  

 

 

 

 

 

 

 

 

 

Congratulations, you are now finished with the online enrollment of your qualified life event!  

 

 

Your elections will remain pending (and are not effective) until the Benefits department receives all of 

your supporting documentation. Please note that documentation is due within 31 days of the date of 

the qualified life event. For more information, please see your benefits handbook.   


