
 
  

Completing a Life Event in MyADP 
Certain events will occur during the year that qualify for a Life Event.  These events will allow you to make changes 
to your elections outside of the standard annual enrollment period. These changes must be entered within 60 days 
of the qualifying event.   
 
• Using a Chrome browser, log into MyADP at https://my.adp.com/  
• Once you are logged in, Choose “Benefits” from the menu on the left side of the screen. 

  
• Choose “View More Events” under Qualifying Life Events to choose the appropriate life event. 

 
 
 
 
 
 
 
 
 
 
 
 



• Choose the appropriate reason for the life event by selecting the drop down beside the description.  

 
A few Life Event examples are: 

Reason Example 
Dependent Gains Other Coverage Dependent can receive Medicaid coverage 
Dependent Loses Eligibility  Dependent is age 26 and is no longer a full-time student 
Dependent Loses Other Coverage Dependent lost healthcare coverage from spouse’s 

employer and is eligible to receive coverage through 
Kimball International 

Employee Gains Other Coverage Employee can gain healthcare coverage from Medicare 
Employee Loses Other Coverage Employee was on Spouse’s healthcare and unable to stay 

on spouse’s plan 
Establish Legal Guardianship Employee gains guardianship of dependent through legal 

proceedings 
HSA Election (in the Other section) Employee wants to decrease/increase the amount 

contributing to their Health Savings Account (HSA) 
Spouse Gains Other Coverage Spouse can gain coverage from their employer 
Spouse Loses Other Coverage Spouse loses coverage from recent employer 

 
• Enter the exact date of the life event (events cannot be future dated unless switching to a Marketplace plan). 
• You will receive a welcome screen to get started on your life event. 



  
  

• A life event gives you the opportunity to add, review and edit dependents and beneficiaries. If you do not need to 
make any changes, choose Next. 

 

  
 
 
 
 
 
 
 
  



• Enrollment changes will begin by asking you the following Survey Question, choose the applicable answer then 
choose “Next” at the bottom of the screen. 

  

 
  

• For any plan you would like to add/remove dependents you will need to click “Change Plan”. 
 

  
• Once that plan opens, click the check box by the appropriate name you want to add or remove and click “Save 

Plan”. You cannot switch to a different plan, only add or remove dependents. 

  
 



• You will have to go through all benefit elections where you would like to add/remove the dependent. After you have 
completed all changes, click “Confirm Elections” 

• If you contribute to a Health Savings Account (HSA), you will need to be aware if you switch to an employee only 
coverage and you have met the employee only maximum contribution, your HSA contributions will cease in the ADP 
system. 

• Terms and conditions will pop up. You will need to click “I agree and confirm elections” 

 
  

• You will know you have completed your life event when you get a green confirmation bar. You can download a 
PDF of your elections by clicking “Download confirmation” 

 

 
  
  


