
 

Benefit Services 
Qualified Life Event - Self-Service Tip Sheet 

 

 
Qualifying Life Events 
If you experience a qualifying life event, you have a limited amount of time to make changes to your current benefit elections. 
 
Examples of qualified life events include: 

• Change in spouse's or dependent's coverage 
o loss of other coverage 
o gain of other coverage 

• Change in family status that results in an increase or decrease in the number of eligible family members  
o marriage, divorce, annulment, legal separation 
o birth, adoption, acquiring foster child or stepchild, issuance of court order requiring employee to provide coverage 

for child 
o death of spouse or dependent 

 
If one of these or other qualified events occur, please log into the myBenefits portal (through VandalWeb) and select the 
appropriate life event. Follow the steps to complete and finalize the event. Please make sure you upload any proof that may 
be required.  
 
Life events are time sensitive - please act quickly. For the birth or adoption of a child, you have 60 days from the date of the 
event to complete and finalize the change.  For all other qualified life events, you have 30 days from the date of the event. 
 
 
Detailed instructions are on the following pages… 
 
 
 



 
Log into VandalWeb 
 
 

 
 
 
 
Select Employees

 
 



 
Select Benefits 
 

 
 
 
 
Select myBenefits 
 

 
 
 
 



 
Select myBenefits again 
 

 
 
 
Login using your VandalWeb credentials 
 



 



Click on the Quick Actions tab 

 



Select Enroll/Make Changes 
 

 
 
 
Select the applicable Life Event 

 



Upload the required documents by clicking on the View/Upload Required Documents box. 
 

 
 
 
Select Upload Required Documents 
 

 
 
 



Complete the steps to upload the required documentation 
 

 
 


