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Use this process to update your Benefits elecƟons when you experience a Qualifying Life Event. 
Changes must be submiƩed within (30 day) required Ɵmeline.  

   

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 separaƟon)  

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

• Employment changes (e.g., promoƟon, reducƟon in hours)  
  

  

 

    Benefits and  
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   Select  Change Benefits  

  

    
Change Reason  

   

 
 

   

    
   

  



 

          Workday | benefits change: Qualifying life event 
 

 

3  

                                                        Revised 8.19.26 
  

4 Enter Date of qualifying event.  

Deadline for submiƫng 
elecƟons will populate 
based on event date.  

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

 

6 Select Submit.  

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

     
   

 
 

   

Select     
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 ElecƟons    

  

      

Clicking     
  

 
 

 
    

  
 

  
  

      
 Tobacco Use   
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12   

 

  

   If not adding a Dependent, 
skip to Step 18.  
 
TO ADD A DEPENDENT 
DURING ENROLLMENT:  
 
Click Add New Dependent  

 

  

  

For each Ɵle, select the 
coverage that best fits 
your situaƟon. If your 
updated coverage involves 
a Dependent or Spouse, 
you will be prompted to 
enter their informaƟon on 
subsequent screens.  
 
When selecƟng Life 
Coverage, you will need to 
choose a Beneficiary.  
 
For full details on each 
available plan, please 
review your Benefits 
Enrollment Guide.  
AŌer each plan selecƟon, 
click Confirm and 
ConƟnue.  
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14 

 

Choose to Create 
Dependent or use an 
exisƟng Beneficiary or 
Emergency Contact, then 
click OK.  
 

 

15 Enter all required 
informaƟon in the 
form, then scroll 
down to add a 
NaƟonal ID.  
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16 Click Add, then enter all 
required informaƟon for your 
Dependent.  
Then, click Save.  

17 

 

Ensure your desired 
Coverage is selected 
and the Dependent(s) 
you would like covered 
are checked off.  
 

 

 

______________________________________________________________________________________
_ 
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Review the summary of all your 
ElecƟons, then click Submit.  
 

18 

19 Click Done.  
 
The Benefits Team will 
review your 
documentaƟon and reach 
out if they need further 
informaƟon.  

 


