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How do I add coverage for an employee during a qualifying life event? 
  
1. Log in to the portal.  

 
 

2. Select “Employees.” 

  
 

3. For an employee who is new to the company, click “Add Employee” and enter the employee’s information. 
For an existing employee, skip to step 4.  
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4. Click the “View” button to the right of the employee (who isn’t currently enrolled in a benefit plan). On the 
screen that appears, under Quick Links, select “Add Benefits.”  

 
 

5. Choose a qualifying life event, enter the event date and the date coverage should start, and then click 
“Continue.” 
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6. Review the basic information and click “Next.”  

 
7. Confirm the address and click “Confirm.” 
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8.  Select the benefit plan, then click “Continue.” 

 
 

9. Select Tasks. 

 
 
10. Click “Approve.” 
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How do I add coverage for a dependent during a qualifying life event? 
1. Log in to the portal. Select “Employees.” 

 
 

2. Click “View” for an active or approved employee and select “Profile.” 
 

3. Select “Add Dependent.” 

 
 
4. Choose a qualifying life event, enter the event date and the date coverage should start, select who is being 

added, enter the data for the new dependent(s)/spouse, and then click “Continue.” 
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5. Review the updated premium amounts and click “Submit.” The application is now complete. 
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How do I cancel coverage for an employee/dependent during a qualifying life event? 
1. Log in to the portal. Select “Employees.” 

 
 

2. Click the “View” button to the right of an active or approved employee and select “Profile.” Then select 
“Cancel Employee/Dependent Benefits.” 
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3. Choose the life event, enter the event date and the date coverage should end, and then click “Continue.”  

 

 
4. Select the member(s) to remove and click “Continue.” Note: if you select the subscriber, all members will be 

selected to be removed. 
5. Review the updated premium amounts and click “Submit.” The application is now complete. 
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How do I update personal data for an employee or dependent outside of open 
enrollment? 
1. Log in to the portal. Select “Employees.” 
 
2. Click “View” to the right of an active or approved employee and select “Profile.” 

 
 

3. Click the “Update Personal Data” link. 

 
 

4. Under What would you like to change?, select a data type to change and who the change is for.  
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5. Enter the updated information and click “Submit.” 

 
 
 


