
HOW TO PROCESS A QUALIFYING LIFE EVENT – Employee Navigator  

First, what is a Qualifying Life Event?  

An event that changes your life, like getting married, having a baby, or losing health coverage may qualify you to 
enroll in your employer's health insurance outside the annual open enrollment period. If you experience a 
qualified life event, you can change or cancel your current election(s). The request to change must be submitted 
within 30 days of the life event. The change you make to your coverage must be consistent with the specific life 
event. 

Step 1: Log in to you EN account.  

Once you’re in your employee portal you will be able to see a section at the middle of the web page with the 
name ‘’Shortcuts’’, along that section you will have 5 different options, you’ll select ‘’Life Events’’. 

 

Step 2: Selection Process  

After selecting the ‘’Life Event’’ option on the employee portal, you will see two main sections: 

 

On this section you will select the Life Event description what suits your situation the best. 

For a better understanding I will give you a description on how to process every type of Life Event.  

Example 1# 

‘’Adding Dependent Coverage for Newborn / Adopted Child’’  

Mario is an EE that just had a newborn on his family, and he wants her/him to be cover under his insurance, in 
that case He will use this QLE option:  

 



 

Once Mario selected this option on his employee portal, he will be taken to the next page:  

 

Once Mario has reached this point of the selection process of his life event, (is important that we follow the 
instructions display at the top of the page before proceeding with the life event). 

In this section he will need to put the ‘’Effective date’’ of this life event which in this case would be the birthday 
of the child, once he entered the effective date he will need to go to the section that says ‘’Select the dependent 
you wish to add’’ and select ‘’Add a new one’’, once on that option, the next form will be display:  

 

 

This form must be filled out with the required information to add his newborn into the EN system. 

Once you fill out the form with the information required, please do not forget to click the ‘’save’’ button. 

At this point Mario has completed the form and his new dependent (newborn) has been added to the EN system 
successfully and because of that the next options that appear on our web page:  



 

On this section Mario would have the opportunity to select the type of benefits he wants his newborn to have, 
by every selection he made the cost will change on the options, once Mario is 100% sure of his elections he is 
going to click the save button and our life event process would be complete. 

 

The last step on the Life Event process would be to provide the required documents to the HR department, once 
we are done with that, HR is going to continue the process on their end.   

 

Example #2  

Employee Add Coverage due to a Qualifying Life Event 

Pamela is an employee who lost coverage (not with her current employer) and is looking to come onto the 
benefits offered through her employer.  

Once we selected the Life Event option on our employee portal, we will be able to see the next page:  

 

At this point Pamela would need to put the required information such as ‘’effective date’’ when her new 
coverage is going to take place and ‘’end date’’ for when her old plans or coverage will be ending. (it is really 
important that we follow the instructions display at the top of the page before proceeding with the life 
event). 

 



Once we provided that information and press the ‘’save’’ button, Pamela is going to be taken to the enrollment 
section, on this section she is going to confirm her personal information, we are going to press ‘’save and 
continue’’ until we reach the next page:  

 

She will continue selecting and saving her new plan elections until she sees the next page:  

 

At this point Pamela has completed almost all the steps on her end to process the QLE, she just needs to send 
the required documentation to her HR department so her new coverages can take place as soon as possible on 
EN. Please do not forget this last step on the QLE process. 

 

Example #3 

Employee Drop Coverage due to Qualifying Life Event (NOT COBRA Eligible) 

In this example Pamela wants to drop her current coverage because the cost is to high for her, so she is going to 
select the option on the top of this page, once she selected the correct option she is going to be taken to the 
next page:  



 

 

On this page Pamela will be required to provide the ‘’end date’’ (this end date should be the last day of the 
month that the benefits end) of her current coverage, on the down part of the page we will be able to see all of 
the plans that Pamela has active at this time, she is going to be required to select the plans she wants to drop 
from her insurance.  

 

Once Pamela has selected the plan that she does not want anymore and the end date of the coverage, she is 
going to press the ‘’save’’ button to continue with the QLE process. After pressing save we are going to be taken 
to the next page:  

 

 

At this point Pamela has finished with the procedure of her QLE for dropping her coverage, what is next now is 
to provide the required documentation for that QLE to the HR department. (Please do not forget to provide 
those documents). 

Example #4 



Dependent Drop Coverage due to Qualifying Life Event (COBRA Eligible) 

On this example Pamela wants to drop the coverage for her spouse, in order to do that she is going to select the 
option in the color blue at the top of this page, once she selects the right option Pamela is going to be taken to 
the next web page:  

 

Here Pamela is been required to provide the ‘’end date’’ (this end date should be the last day of the month 
that the benefits end) for the plans she wants to drop from her spouse, after she provided the end date she will 
need to select her spouse name, once she is done with that she is going to be able to see the next:  

 

At this point Pamela needs to select the plan she wants to drop from her spouse coverage, once those plans 
have been selected, she needs to press the ‘’save’’ button to continue with our QLE process. After this Pamela is 
going to be taken to the next page:  



 

At this point the coverage has been dropped from her spouse profile successfully and the last step to follow is to 
provide the required documentation to the HR department so they can continue with the QLE process. 

If you want to be 100% sure that the changes were made, you can always go to the benefits tap on you 
employee portal and check the plans that are currently active on your coverage, if the benefits are not up to 
date, select the drop down and change your view from active to pending as HR has to approve the QLE for the 
benefits to be moved to active. 

 

 

Remember that you can always come reach out to your HR for further assistance.  

To locate your employee portal at any time, click this link Employee Navigator Login to be taken directly to your employee 
portal login webpage.  
 

 

 

http://www.employeenavigator.com/benefits/Account/Login

