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Life Event during Open Enrollment Overview
This Job Aid provides guidance on the actions a Benefits Administrator (BA) must take when 
adding a Life Event during Open Enrollment (OE).  These actions will ensure that the life 
event changes are reflected in the OE elections and are transmitted to the vendors. 
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Entering a Life Event during Open Enrollment (OE)  
Prior to entering a Life Event you must review the employee’s OE selections and document any changes 
made during OE for both Health and FSA (Medical and Dependent Care).   

1. Navigate to the Review BAS Activity page using the following path:  

Benefit Administrator Tile > Benefits Management > Review BAS Activity 

The Review BAS Activity page displays. 

 
2. Click the Add a Row (+) icon at the bottom of the page.  

 
3. Enter the Empl ID, Event Date, and BAS Action on the Review BAS Activity page. 

4. Click the Save button.  

5. Navigate to the On-Demand Maintenance page using the following path:  

Benefits Administrator Tile > Benefits Management > On-Demand Event Maintenance 

  



 Benefits Job Aid 

   BN361 Open Enrollment Life Event 

Rev 4/25/2023  Page 3 of 10 
 
 

The On-Demand Event Maintenance search page displays.  

 
6. Enter the Search Criteria. 

7. Click the Search button. 

The On-Demand Event Maintenance page displays. 

 
8. Click the Schedule/Prepare Activity button.  

If the Schedule/Prepare Activity button is disabled, the BenAdmin Batch Process has already 
prepared the activity and you can proceed to the next step.   
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A pop-up message displays.  

 
9. Click the OK button. 

The On-Demand Event Maintenance page displays. 

 

10. Notice the Status is now “Prepared” and the Event Status is “Open for Processing”. 

11. Click the Election Entry button. 
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The BenAdmin Data Entry page displays in a pop-up window.  

 

12. Update the employee’s benefit elections.   

Note: If a dependent on the policy is 26 years old, you will receive a warning message.  This is a 
soft warning, and you can click the OK button. 

13. Click the Save button, after updating the employee’s benefit elections. 

The On-Demand Event Maintenance page displays 

 
14. Click the Validate/Finalize button. 
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A pop-up message displays.  

 
15. Click the OK button. 

The On-Demand Event Maintenance page displays. 

 
16. Notice the Status is “Finalized – Enrolled” and the Event Status is “Closed to Processing”.  

17. Click the Event Status Update button and review the Employee’s Events.  
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The BenAdmin Event Status Update page displays in a pop-up window.  

 
18. Select Assign Benefit Program from the Process drop-down list. 

19. Select Open for Processing from the Event Status drop-down list.  

20. Click the OK button. 

Note: This will wipe away the enrollments the employee made to OE prior to the Life Event.  
Ensure you have noted the employee’s elections.  This is an important step because it allows you 
to pull in the changes that were made in the Life Event into the OE Enrollment. 

The On-Demand Event Maintenance page displays.  
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21. Notice the Status is still Finalized – Enrolled and the Event Status is now Open for Processing. 

22. Click the Reprocess button.  
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A message displays in a pop-up window. 

 
23. Click the OK button. 

The On-Demand Event Maintenance page displays. 

24. Notice the Status is Prepared and the Event Status is Open for Processing. 

25. Click the Election Entry button.   

The BenAdmin Data Entry page displays in a pop-up window.  

 
26. Update the employee’s enrollment elections for OE.  

27. Click the OK button at the bottom of the page after all elections have been updated. 
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The On-Demand Event Maintenance page displays. 

 
28. Notice the Status is Entered and the Event Status is Open for Processing.  

29. Click the Validate/Finalize button.  

A message displays in a pop-up window. 

 
30. Click the OK button. 

The On-Demand Event Maintenance page displays. 

 
31. Confirm the Status is Finalized – Enrolled and the Event Status is Closed to Processing. 
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