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Qualifying Life Event

Updating your benefits in Dayforce



Qualifying Life Events

You will sign into Dayforce on a computer through Culver MyApps to 
complete your Life Event Declaration Form and Life Event Enrollment.

*You will be required to provide evidence of the Life Event to Human Resources. 
www.culver.org/myapps to access Dayforce

http://www.culver.org/myapps


Benefit elections in Dayforce cannot be done from the mobile app, but there are several convenient ways to access 
Dayforce from a computer.

If you are using a shared campus computer or 
your home computer, you can access Dayforce 
by logging in at culver.org/myapps and then 
selecting the Dayforce icon.

If you have an Academy issued 
laptop, log into your computer 
using your standard credentials 
and click the MyApps icon.

OR



The first step is complete a Life Event Declaration form.  

To access the Life Event Declaration form, you can either click on the Forms icon on your Dayforce home screen, 
or, if you do not have the icon, you can access your forms by clicking on the Profile link in the Quick Links sections
on your Dayforce home screen, and then clicking on the Forms tab located there.



In Forms, the Life Event Declaration 
form is located the Benefits sections.

Click on the form to open it.



The Life Event Declaration form will open as a pop-out.  

Enter the date of the event in the Event Date, then choose the 
type of event from the dropdown menu under Life Event.

It may be helpful to add a note about the event in the 
Comment box.

You can attach your evidence documents here or provide them 
directly to Human Resources. 

Once you have submitted this form and provided your 
evidence to Human Resources, you will have the ability to 
enroll in or update your benefits beginning the date of the 
event or immediately, if the date has already passed.

You have 30 days from the Event Date to complete your 
enrollment. 



Once your Life Event Declaration form and evidence of event have been submitted…

You can access your benefits page by either 
clicking on the Benefits icon in your favorites 
bar…

…or by choosing Benefits in your expanded 
menu.



When you click on Benefits, the benefits overview page will open.  Here you can see the enrollments that are 
available to you.    The enrollment form you will select is titled Life Event Enrollment.



You will be taken to the introduction screen.  
This page contains information about the 
benefits in which you can enroll.  

Click the Next button.



On this screen, you will 
enter/remove your beneficiaries for 
your life insurance.  Please make 
sure you have the correct 
information here as you cannot 
complete your elections for life 
insurance without at least one 
beneficiary.

You will also add/remove 
dependents on this screen.  You will 
need social security numbers for 
any dependent over the age of 5 
years.



To enter a dependent, click on the Add button.  
This creates a pop-out window where you will 
provide your dependent’s information.  After 
entering the information, click the Continue
button. Do this for each dependent you wish to 
enter.  

*This is the same process for beneficiaries.

To remove a dependent, click the Remove button on the line 
of the dependent you wish to remove. 



You MUST make a selection in each category in order to complete and 
submit your enrollment. 



Each section of the election screen 
provides instructions and additional 

information about that benefit.  



All options for which you qualify 
are listed for each benefit.  It 
includes information on the cost 
to you per pay period (blue) and 
the cost to Culver (black).  You 
can also view which dependents 
qualify.   Some basic information 
about each option is also 
displayed. To choose the plan, 
you click in the check box on the 
left hand side of the screen in 
the Option column.   



Clicking in the box on the right hand side of each option (in the column with no header) 
and then clicking on the Compare Selected button, creates a pop-out that shows you the 
information about the plans side-by-side.



In each of the Life and AD&D plans, you must 
click on the Show Details button and select 
beneficiaries (these are the ones you entered 
on the previous screen).



Short Term Disability is provided 
by Culver at no cost to you.  
Therefore, all benefit eligible 
employees are automatically 
enrolled in this option.  You do 
not have the ability to waive it. 



Once you have completed your 
elections, you will hit the next 
button at the bottom of the 
screen.  You will be brought to 
the Confirmation page.   This 
page will show you the 
elections you have made, 
which, if any, dependents the 
election applies to, and both 
the employer and your cost for 
each election. 

You enrollment is NOT complete or 
submitted yet!!!!



Your elections are NOT submitted until you push 
the Submit Enrollment button.



When you see this screen, your enrollment is complete.



Clicking on Return to Benefits
brings you back to your benefits 
page.  Now, when you click on 
Current Elections, you will see a list 
of the benefits you just elected.
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For questions or assistance, please contact 
Amy Coplen, HR Generalist

Ext. 8313
amy.coplen@culver.org  


