
Change Benefits due to 
Qualifying Life Event

Actions: Employees

6/4/2024 Beneficiary Changes 1



Change benefits 
selection due to 
qualifying life event
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After a qualifying life event such as birth of a child, 
divorce or a marriage, you may be eligible to 
change your benefit elections. You have 30 days to 
make a change to your benefits and provide 
supporting documentation.



Click on View Profile
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Click on Actions and change benefits
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Select reason for change
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Note:

To see how to change relationship review 
“Changing Spouse Status” job aid.



Input date of change 
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Once complete, 
submit
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Note: This is your due 
date for submitting any 
changes to your benefits. 
You will have 30 days 
from the event. Day one 
is day of the event.

Note: If you are doing a 
qualifying life event, 
supporting 
documentation is 
needed. Example: If 
changes are due  to 
marriage, then a 
Marriage License would 
have to be uploaded as 
supporting 
documentation. 



Click open to change benefits
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Step 1

Step 2



Change the necessary benefits below
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Once Complete: “Review and Sign” and 
Submit
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