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”.
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Step 2: Selection Process

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

Add Coverage

Your Coverage (employee) Dependent Coverage - family

oyee Add Coverage due to a Qualifying Life Event Adding Dependent Coverage for Newborn / Adopted

d

Drop Coverage

Your Coverage (employee) Dependent Coverage - family

On this section you will select the Life Event description what suits your situation the best.
For a better understanding | 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:

Adding Dependent Coverage for Newborn / Adopted Child

See the steps to process the QLE

tthe dep ou v

cking the save button will add your d plan

+ YOU CAN ONLY PROCESS A QLE FOR ONE DEPENDENT AT A TIME. YOU WILL NEED TO PROCESS SEVERAL
QLE EVENTS IF YOU ARE ADDING MULTIPLE DEPENDENTS.

each out to your HR BEFORE processing your QLE event

d on. Coverage for your dependent will begin on the event date.

Select the dependent you wish to add

- Select - v or +

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:

First Name
Middle Name
Last Name
Suffix —Select— v
Relationship Child ~
Sex O Male O Female
Date of Birth ~Month- v || -Day- ~| -Year— w
Age
SSN
Fulltime College Student O Yes O No
Disabled =
Tobacco User O Yes O No

Address Home v

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:



Select the dependent you wish to add

Test Dependent ~ ar

Benefits

Child(ren) are already enrolled in Voluntary Life. The total cost for
children is $4 per month and will pay $20,000 per child.

O  Vision will change from $3.32 10 $6.51
O Dental will change from $13.42 to $31.50

O Medical will change from $108.76 tc $231.39

Cancel

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:

Employee Add Coverage due to a Qualifying Life Event

See the steps to process the QLE:

ox "Enter the date of this event’ the date enterad should be the effective date of your new coverage
New co e starts the first of the month, if you are unsure, please reach out to your HR to get the effective date
based on your QLE.

« In the second box "E
previous ¢ y

« Clicking the save butto

ded" the date entered should be the last day of your
of the QLE
= you to the enrollment section where you can enroll in the company plans.

If you have any questions, please reach out to your HR BEFORE processing your QLE event.

# Required Documentation: Please provide Qualifying Life Event Document to HR.

Enter the date of this event

This is the date the event criginated on

Enter the date your previous coverage ended

Enter the last day you ar
Event Date. Your n

vered under your current insurance plan. If you do not have current coverage, enter the
verage will begin the first day after your loss or Event Date

-E'-Cé

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

eventl.




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:

Who am | enrolling?

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

Profile » Life Event Summary

=* Life Event Summary

Forms v

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:



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

See the steps to process the QLE:

+ In the box "Enter the date of this event” the date entered should be the last day of coverage with your current
plan.
+ Click the plans you w

the date the
ge will usua

Check the plans to drop

Benefit
Plan 2 ) Silver 25/1500/80%
Effective Date 01/01/2023

Drop O

Benefit
Plan
Effective Date

Drop O

Benefit
Plan S
Effective Date 01/01/2023
Drop (]

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:

Employee Drop Coverage due to Qualifying Life Event (NOT COBRA Eligible)
See the steps to process the QLE:

= Inthe box 'Enter the date of this event’ the date

plan.

*# Required Documentation: Please provide Qualifying Life Event Document to HR

The employee coverage has been removed

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:

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

See the steps to process the QLE:

« |n the box "Enter the date of this event” the date entered should be the last day of coverage with your current
plan
Select the d
ck the p y
cking the save button will r
coverage.
YOU CAN ONLY PROCESS A QLE FOR ONE DEPENDENT AT A TIME. YOU WILL NEED TO PROCESS SEVERAL
QLE EVENTS IF YOU ARE ADDING MULTIPLE DEPENDENTS.

nt you would like to remave.
uld like to rem rom you benefits.

If you have any questions, please reach out to your HR BEFORE processing your OLE event

# Required Docume

ation: Please provide Qualifying Life Event Document to HR

Enter the date of this event

This is the date th

termination rules ge will usually end on the

rent originated on. Last day of the dependents
ent date or the last

nd on the carrier's plan
nth in which the event date falls.

Select the dependent you wish to drop

~ Select - v

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:

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

See the steps to process the QLE:

+ Inthe box "Enter the date of this event” the date entered should be the last day of coverage with your current

m the selected plans and they will be removed from

verage
AN ONLY PROCESS A QLE FOR ONE DEPENDENT AT A TIME. YOU WILL NEED TO PROCESS SEVERAL
QLE EVENTS IF YOU ARE ADDING MULTIPLE DEPENDENTS.

f you have any questions, please reach out to your HR BEFORE processing your QLE event

% Required Documentation: Please provide Qualifying Life Event Document to HR.

Enter the date of th

This is the date the
termination rule:

02/07/2023
Select the dependent you wish to drop

Jim Halpert v

Benefits

m] Voluntary Life currently ¢

(m] Vision currently costs $9.66. After this change it will be 86.51

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:



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

See the steps to process the QLE:

e In the box "Enter the date of this event’ the date entered should be the last day of coverage with your current
plan
« Select the d would like to remove

¥ rom you benefits.

g the save button will remove the dependent from the selected plans and they will be removed from
coverage.

YOU CAN ONLY PROCESS A QLE FOR ONE DEPENDENT AT A TIME. YOU WILL NEED TO PROCESS SEVERAL
QLE EVENTS IF YOU ARE ADDING MULTIPLE DEPENDENTS.

If you have any questions, please reach out to your HR BEFORE processing your QLE event
% Required Documentation: Please provide Qualifying Life Event Document to HR

The dependent coverage has been removed

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.

A& PamelaHalpert Home Profile Benefits Required Tasks Resources Time Off
Benefits Summary
Enrolled Plans

Dental Collapse ¥
2023 PPO Dental 100/80/50% with $1,500 Max
Coverage: Employee + Family Effective: 01/01/2023
Cost Per Pay: 54596

Vision Collapse v

2023 Vision $10/25 12/12/24
6—6 Coverage: Employee + Child(ren) Effective: 02/08/2023

oE £

Cost Per Pay: 56.5

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

