
Qualifying Event Changes

The IRS limits the benefit changes you can make during the year for 
pre-tax benefit elections on medical, dental, vision, and FSA. Changes 
can be made outside the open enrollment period only if you and/or your 
family experiences a qualifying event. Please note, when experiencing a 
QLE to add a dependent, a plan change is not permitted, only adding 
that dependent to your current plan is allowed.

All changes must be requested through Workday within 30 calendar 
days of experiencing a qualifying life event.

Please note: You must complete the entire process in Workday within 
30 days. Simply uploading documentation is not sufficient. Supporting 
documentation must be submitted, and changes must be made in your 
Workday benefit event within the 30 day period. If you have questions or 
need assistance with this process, please create a Workday Ticket

If you fail to submit the request and supporting documentation through 
Workday within 30 days, you will not be allowed to make benefit 
changes until the next open enrollment period.

If you are unaware of the documentation you need to submit, click the 
grid to the right.





1. Search CHANGE BENEFITS in the Workday Search Bar

2. Choose the event that fits your needs, the date of the change, and attach 
documentation and then hit submit

3. Open the event. It will also be in your Workday Tasks. Click LETS GET STARTED

•Supporting Documentation: Required when submitting a QLE.
• The submission must include supporting documentation that clearly shows:

• The name(s) of the individual(s) gaining and/or losing coverage
• The specific line(s) of coverage being gained and/or lost
• The effective date of the coverage gain or loss

• A general COBRA notice stating coverage ended for ‘the insured and all eligible 
dependents’ does not, on its own, meet the documentation requirement for 
medical, dental, or vision if it does not confirm which dependents were covered. 
We do require documentation confirming that each dependent being enrolled 
was covered under the prior plan and lost that coverage as part of the qualifying 
event

Qualifying Life Event Quick Guide



4. You will need to click in EACH individual benefit, and click MANAGE.

5.
 1) If you lost coverage for yourself and need to enroll, select the plan you want to 
enroll in.
2) If you are gaining other coverage, select Waive for your current plan.
3) If you are adding or removing a dependent, you’ll notice those options are greyed 
out. This is expected-plan changes are not allowed at this step, you need to move to 
the next step to add/remove a dependent

When finished, click CONFIRM AND CONTINUE to move forward.



6. If needing to add a dependent, click Add New Dependent and follow prompts to add 
the dependent information. 

If Existing Dependents is already listed: 
a. Select the name of the dependent(s) you wish to add/remove to that specific plan. 



7. Once all benefits have been updated per your QLE, scroll to the bottom and hit 
REVIEW AND SIGN

If Existing Dependents is already listed: 
a. Select the name of the dependent(s) you wish to add/remove to that specific plan. 

8. Agree to the terms, hit SUBMIT and you are all set.
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