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What Is a Qualifying Life Event?

3

Associates are eligible to make changes to their benefits once a year during annual open enrollment. However, if you experience 
a qualifying life event that changes your life circumstances, you may request to make changes to your benefits in Workday. 
There is a 30-day eligibility window to submit the request in Workday.

Qualifying life events include:

•Change in legal marital status, including marriage, divorce, legal separation, annulment, and death of a spouse
•Change in number of dependents, including birth, adoption, placement for adoption, or death of a dependent child
•Change in a child’s dependent status, either newly satisfying the requirements as a dependent child status or ceasing to satisfy
them
•Change in place of residence or worksite that affects the eligibility for coverage or accessibility of network providers
•Change in your health coverage or your spouse’s/domestic partner’s coverage attributable to your spouse’s/domestic partner’s 
employment
•Change in an individual’s eligibility for Medicare or Medicaid
•A court order requiring health coverage for your child
•Changes in your coverage impacted by your spouse’s/domestic partner’s employer or employment status
•Change in work schedule or employment status such as an increase or decrease in hours or a switch between a Part Time non-
benefit eligible position to a benefit eligible position



How to Submit a Request in Workday



Step 1:  Click on “View All Apps” from the Home Page in Workday



Step 2: Click on the “Benefits and Pay” icon



Step 3: Click on “Change Benefits”



Step 4:

Attach proof of the life event.

Click the drop down in the Change Reason cell 
and select the life event that is the most 
applicable.



Step 5: Click “Open”



Step 6: Click “Let’s Get Started”



Step 7: Click “Manage”
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Step 8: Click “Confirm and Continue”



Step 9: Click “Add New Dependent”
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Step 10: Add a Dependent

Click “Create Dependent”.

Then, click “Ok”.
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Step 11: Enter the required fields marked with an asterisk (*)



Select the dependent you wish to enroll

Select the dependent you wish to enroll

Add the dependent’s SSN

Click “Save”

Step 12:  Select the dependent you wish to add, add the SSN and click 
“Save”



Step 13: Repeat the same process to enroll in other benefits



Step14: Click “Review and Sign”



Step 15: Review your elections under View Summary



Step 16: Scroll to the bottom of the page and click “I accept” and “Submit”



Step 17: Congratulations!  You have completed the enrollment.



H a v e  Q u e s t i o n s  o r  N e e d  H e l p ?
S u b m i t  a  W o r k d a y - B e n e f i t  E l e c t i o n s  

H e l p  C a s e
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