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The Make a Change to My Benefits option enables employees to change their benefits outside of the
open enrollment period due to a life event. A life event refers to a change in life circumstances such as 
getting married or having a baby. A birth, for example, may require medical plan coverage to change from 
single to family. It is important for employees to report the type of life event and the event date, so that the 
appropriate benefit changes are completed. Please note, newly hired employees will not have this option 
available. 

1. Select Menu.

2. Hover over Myself.

3. Under Benefits, select Manage My
Benefits.
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4. Select Update My Benefits. The
Report Life Events screen will
appear.
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5. From the dropdown, select the
appropriate life event. Fields to
provide additional information will
appear. In this example, we will
select Birth.

6. Populate the fields. Enter notes if
needed.

7. Click Continue. You will be taken to
the Manage Your Profile page. 

5

6

7

8. Fill in any necessary information.
Required fields are marked by
asterisks.

9. Scroll to the bottom of the screen and
click Save, then Review My Family.
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Please note, every life event will prompt 
slightly different screens. In this example, 
we are going through the life event 
process for a birth. Follow the prompts 
on the screen for the life event you are 
entering. 
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11. Enter the information requested.
Required fields are indicated by an
asterisk.

12. Click Save, and you will return to
the Manage your family members
page.

13. Click Next: Shop for Benefits. The
Your Benefits page will appear.

In this case, we need to add the newborn 
baby to the family. 

10.Click Add Family Member.
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14. Each of the benefit plans available
appear on the Your Benefits page.
To review each benefit, click
Change Plan.
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15. From each benefit screen, click Edit
Family Covered to review the
family members covered by the
plan.
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17. From each benefit, click View Plan
to view different plans available.

16. Click to select/deselect family
members for each benefit.
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18. Once you have elected the benefit
you would like to enroll in, click
Update Cart. If you would like to
decline any benefit, click Decline.
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Follow these steps to update additional 
benefits. For each benefit, click View 
Plan, then Update Cart. 
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20. Click Checkout.

19. Once each benefit has been
elected, click Review and
Checkout. Any changes from the
benefits you elected during Open
Enrollment will appear in the
summary.
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21. The Life Event Changes Complete
screen will appear and a summary
of your benefit elections will be
available. Your To-Do List will
include any additional items that
need your attention. If
documentation is needed to verify a
life event, it will be requested here.
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If you are awaiting 
documentation to 
verify your life event, 
you are able to 
upload it at a later 
date. Access Benefits 
using steps 1-3 in this 
guide, then click 
Documents from the 
sidebar. 


