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[image: ][image: ][image: ]When a life event is pending, employees see a plan card as below.  To initiate, they can select the Add a Life Event link from the Quick Links section on the bottom, or click the Explore drop-down on top of the page and select from there.

[image: ]When they choose to add a life event, employees are directed to this page to select the type of life event that applies to them.
Based on the type of life event, employees are asked to update their Marketlink profile.


[image: ][image: ]From here, it prompts the user to update their enrollment. 
[image: C:\Users\1091091\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\0MYNRMDO\Note.svg[1].png]Note: Employees are only able to update their enrollment elections based on the IRS guidelines provided on the CIW.






[bookmark: _GoBack]After the employee makes their enrollment changes, a request is sent for approval on the HR admin platform under Things That Need Your Attention. 
[image: ]
[image: ]Select the life event on top of the page; select any approvals on changes to the right of each change, then Accept or Reject All on the bottom of the screen.
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Life Events

‘Some changes in your life or employment can affect your benefits. For example, when you have a baby
Yyou may want to add him/her to your health coverage. Changes like these that are made outside of
standard benefit enrollment are called Life Events. First, select the type of Life Event from the
dropdown list to indicate the reason you are making the change. When selecting a particular Life Event,
you will be given additional information on the type of change for the Life Event
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Add Life Event

Birth

Congratulations and best wishes to you and the newest member of your family.
Adoptionis a qualified change in status, so you may make certain changes to your benefits. The coverage changes must be
consistent with your change in status. Example: When you have a baby, you may change your medical coverage from single to

family coverage.
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Acknowledgement

I certify that this is a valid life event





image8.png
@ Things that need your attention

> Open Life Events (1)

> Open€oI (2)

> New Hire Tracking (3)

> Work tatus Processing (0)

> DI Dashboard (0/1)




image9.png
ssu Plan Year Life Event Status EventDate  Closed

0001285 01012016 to 12/31/2016 Other Open 03/31/2016

Showing 1t 1of 1 entres

Life Event Details
Employee: TESTO765, Tanya
Life Event: Other
EventDate:  03/31/2016
Status: Open

Last Updated By: Wargo, Susan

Employee Assistance Program (EA) - (Enrolkd) Employee Assistance Program (EAP) - (Enrolkd) No Change
Start Date: 01/01/2016. Start Date: 01/01/2016.

Basic Short Term Disabilty (01/01/2016 to 12/31/2016) L
Basic Short Term Disabiity - Envoled) Basic Short-Term Disabiity - Envoled)

Requested Coverage: $577.00 Requested Coverage: $577.00 o Change

Approved Coverage: $577.00 Approved Coverage: $577.00
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