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Use this process to update your Benefits elections when you experience a Qualifying Life Event.  

What is a Qualifying Life Event (QLE)? 

A qualifying life event is a significant life change that impacts your health insurance needs, 
allowing you to enroll in or change your health plan outside of the annual Open Enrollment 

Period. Common QLEs include: 

• Marital Status Changes (e.g., marriage, divorce, legal separation) 

• Family Changes (e.g., birth or adoption of a child) 

• Employment changes (e.g., promotion, reduction in hours) 
 

 

1 Access the Benefits and 
Pay App from your Menu. 
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2 Select Change Benefits. 

 

3 Select the appropriate 
Change Reason from the 
dropdown menu. 

Required fields will 
populate based on your 
selection. 

Example shown here: 
Marriage. 
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4 Enter Date of qualifying 
event. 

Deadline for submitting 
elections will populate 
based on event date. 

You may need to click 
outside of the calendar pop-
up for other sections to 
populate. 

 

 

5 Attach any required 
documentation to support 
qualifying event (e.g., Birth 
Certificate, Marriage 
Certificate). 

Select Upload to add 
additional files as needed. 

 

6 Select Submit. 

Next, you will be prompted 
to add or update your 
Benefit Elections. 

 



 
 

4 
  

 

Workday | benefits change: Qualifying life event 

Revised 7.11.25 

7 Click Open to begin your 
Benefit Elections. 

 

8 Click Let’s Get Started. 

Clicking Let’s Get Started 
will initiate an enrollment 
process. If you choose not 
to complete your 
enrollment, you must 
submit a ticket to the HR 
Service Desk for a Home 
Office Benefits member to 
cancel the task. 

 

9 Answer the pre-screening 
question on Tobacco Use 
to see accurate prices for 
your Benefit Elections. 

Click Continue. 
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10 Click Continue. 

 

11 Carefully review all 
onscreen Enrollment 
Instructions.  

Click each tile to View, 
Enroll, or Manage your 
Benefit Elections. 
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12 For each tile, select the 
coverage that best fits your 
situation. If your updated 
coverage involves a 
Dependent or Spouse, you 
will be prompted to enter 
their information on 
subsequent screens. 

When selecting Life 
Coverage, you will need to 
choose a Beneficiary. 

For full details on each 
available plan, please 
review your Benefits 
Enrollment Guide.  

After each plan selection, 
click Confirm and 
Continue.  

 

13 Review the summary of all 
your Elections, then click 
Submit. 
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14 Click Done. 

The Benefits Team will 
review your documentation 
and reach out if they need 
further information.  

 

 

   

 


