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How to Create a Life Event Overview

The purpose of this Job Aid is to walk through the different Life Events that an employee can submit
through the Employee Self-Service portal (ESS).

The ESS process requires you to upload documentation for dependents. If you prefer to manually
submit the required documentation, do not use this process and reach out to your Agency Benefits
Administrator (BA) for enroliment.

Birth, adoption, marriage, and divorce are currently the only Life Events employees can initiate
changes for through ESS. The Agency BA reviews the supporting documentation once received and
reverses enrolliment if the event is not supported. All other Life Events must be initiated by the
Agency BA when the employee requests changes and provides supporting documentation.
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Revision History

Revision Date Summary of Changes
9/1/2026 Updated to reflect the Cardinal system upgrades.
9/16/2025 Update the Initiating a Divorce Life Event section to add steps (and screenshots)

for completing the As Of date field with the applicable date of divorce.

9/4/2024 Baseline.
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Initiating ESS Life Events

Step | Action

1. Log into Cardinal (my.cardinal.virginia.gov).

For more information about Cardinal registration, see the Job Aid titled Cardinal System
o Access Guide. This Job Aid is located on the Cardinal website in Job Aids under Learning.

The Cardinal Homepage displays.

2. Enter the Employee Username and Password in the Cardinal Username and Password
fields.

Cardinal Username

3. Click the Sign In button.

Rev 9/1/2026 Page 3 of 111



}) Cardinal Employee Self-Service Job Aid
y 4 ESS How to Create a Life Event

The Cardinal Portal page displays.

' Cardinal Portal |

Cardinal Message Board

0

Message(s) published today

4. Click the Cardinal HCM tile.

Cardinal HCM

The Cardinal HCM Homepage displays.

The tiles displayed on the Cardinal HCM Homepage for each user will vary based upon
0 individual preferences and security settings.
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Step | Action

5. Click the Benefit Details tile.

Benefit Details

g@

The Benefit Details page displays.

Benefit Details

2025 Gonfirmation Start Enrollment

6. Click the Life Events tile.

Life Events

A

5

Start a Life Event
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Step | Action

The Life Events page displays.

Life Events

JOHN DOE
Prog Admin Specialist I

% Benefis Summary “ Indlicates required fieid

ZiLife Cvants Qualifying Mid-Year Events - also known as Life Events.

There are some events that involve you as the Empleyee or your family members.
Review thelthoices and select the appropriate Event. Then enter the date of your event.

For additional Life Events, please conact your Benfits Adminisirator. Stale employees ¢an go 10 the Enroliment Form for Active Empioyses on the
DHRM website for additional Life Events.

Type of Event

O 1 got married

£ I have a newbomn
O ladopted a child

O | got divarced

Start Life Event

The remaining sections of this Job Aid begin at the Life Events page (displayed above).
0 Refer to the applicable section of this Job Aid based on the type of Life Event to continue.
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Initiating a Birth Event

Step | Action

1. Navigate to the Life Events page as described in the Initiating ESS Life Events section of

this Job Aid.

The Life Events page displays.

Life Events

JOHN DOE(
Prog Admin Specialist Il

% Benefits Summary * Incicares required flekd

22t Life Events Qualifying Mid-Year Events - also known as Life Evants.

Thero are soma events that invalve you s tha Employes or your family membors
Review thelehoices and select the appropriate Event. Then enter the date of your event.

For additional Life Events, please contact your Banefis Administrator. Stala employees can go 10 the Enrolimant Form for Activa Employaes on tha
DHRM website for additional Lifa Events.

Type of Event

O 1 got married

O Ihave a newbomn
O I adopted a child

O | got divorced

Start Life Event

2. Select the | have a newborn radio button option.

‘lO | have a newborn

The page refreshes and the As Of field displays.

" A TTT N A " 1T

Life Events

JOHN DOE i}

Hurmnan Resource Analyst Il

* Benefits Summary

8% Life Events Qualifying Mid-Year Events - also known as Life Events

There are some events that involve you as the Employee or your family members.
Review the choices and select the appropriate Event. Then enter the date of your event.

For additional Life Events, please contact your Benefils Administrator. State employees can go to the

*indicatas required field

Form for Active Employees

on the DHRM websile for addilional Life Evenls.

Type of Event

O 1 got married

® | have a newbomn
O 1 adopted a child

O 1 got divorced

*As Of [Mm/DDrYY
Start Life Event

elections.

The Life Event must be completed within 60 days of your qualifying event or you will not be eligible to change your Benefit
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Step | Action

3. Select the child’s date of birth using the As Of Calendar icon.

*As Of |MM/IDDMYYY | |

Start Life Event

4. Click the Start Life Event button.

*As Of |MM/IDDMYYY

| Start Life Event I

The Life Event must be completed within 60 days of your qualifying event or you will not be
0 eligible to change your Benefit elections.

The Welcome to the Birth Event page displays.

JRTN]

Birth Event
‘ Cancel ‘ Next »
%  Welcome to the Birth Event Welcome to the Birth Event
@ Complete
% Birth Date
O Not Started

You may enroll the newborn as well as any eligible family members within 60 days of the event. The
60-day countdown begins on the day of the birth. The effective date will be retroactive to the date of

*  Acknowledgement the event for the newly eligible dependent. The effective date for other family members will be the

O Not Started first of the month of the event.
Benefits Summary Required Documentation-You are required to upload or provide your benefits department with
O Mot Started photocopy of the birth certificate or hospital birth letter showing the employee’s name before your

new dependent(s) can be enrolled. If the documentation is approved, the benefits department will
notify you when you can return to Cardinal to finalize your election to enroll your new dependent(s)

%  Dependent Info on your health plan.
O Mot Started
Additional supporting documentation is required if enrolling other eligible family members. Refer to
%  Fluid Document Upload DHRM's Dependent Eligibility Definitions and Required Documentation for more information.
O Mot Started
5. Read through the information and then click the Next button.

Next » |‘

Cancel
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Step | Action

The Birth Date page displays.

v — I — -— —
Birth Event
| Cancel ‘ [ £ Previous ] [ Next » ]
%  Welcome to the Birth Event Birth Date
@ Complete
Select the Submit button to notify the Benefits department of this change.
%  Birth Date Required Documentation: You are required to upload or provide your benefits department with a
© InProgress photocopy of the birth cerfificate or hospital birth letter showing the employees’ name before your
new dependent(s) can be enrolled. If the documentation is approved, the benefits department will
notify you when you can return to Cardinal to finalize your election to enroll your new dependent(s)
% Acknowledgement on your health plan.
© Mot Started
Date of Birth |07/17/2026 |
Benefits Summary
© Not Started

6. The Date of Birth field will default to the date previously selected on the Birth Events page.
Validate that this is the child’s accurate date of birth, and if required, update using the Date
of Birth Calendar icon.

Date of Birth{ 071172026 '

7. Click the Submit button.

The Birth Date page redisplays and the Submitted Successfully message displays.

Note: The Submitted Successfully message disappears and the Birth Date page redisplays.

Birth Event

I Submitted Successfully I %

*  Welcome to the Birth Event Birth Date
& Complete
Abirth event may require a change to your benefit enreliment. You'l have an opporunity 1o have the system Prepare your new benefit options during the Beneft Enraliment step. GNce your new options are prepared, you

may change yaur bensfit enrollment
*  Birth Date
@ Complete Date of Birth  07/17/2026

% Acknowledgement
© Not Started

Birth Event
‘ Cancel < Previous Next > 1
% Welcome to the Birth Event Birth Date
© Complete

Abirth event may require a change to your benefit enroliment. You'll have an opportunity to have the system prepare your new benefit options during the Benefit Enrollment step. Once your new options are prepared, you

may change your benefit enroliment
% Birth Date
@ Complete Date of Birth |07/17/2026

% Acknowledgement
O Not Started
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Step | Action

8. Click the Next button.

< Previous MNext »
I |

| Cancel

The Acknowledgement page displays.

TIT L TITITT 11 ¥ h L
Birth Event
‘ Cancel ‘ [ < Previous ][ Next » ]
%  Welcome to the Birth Event Acknow|edgement
@ Complete

Health Plan Acknowledgement for State Health Benefit Participant

%  Birth Date
© Complete ‘You may add the newbom as well as any eligible family member within 60 days of the date of the birth event.
The effective date will be retroactive to the date of birth (deductions will be collected for the entire month in which

the event occurred).

%  Acknowledgement
© InProgress

Required Documentation: Photocopy of birth certificate or legal adoptive agreement showing employee's name
must be provided to your benefits administrator. (Note: If this a legal pre-adeptive agreement, it must be

Benefits Summal
i reviewed and approved by Office of Health Benefits).

O Not Started
Mid-Year Life Event Policy

%  Dependent Info .
O Not Started Acknowledgement :
| certify that | have reviewed and understand the State Health Benefits Program eligibility and enrollment
. information, and | agree to abide by all participation requirements. | certify that all dependents meet the eligibility
% Fluid Document Upload requirements of the program and that the information | provide is complete and accurate to the best of my
O Not Started knowledge. | understand that intentionally giving incorrect information is considered perjury and punishable to the
fullest extent of the law. | understand that the health plan and its business associates have the right to use
. protected health information in connection with the treatment, payment and health plan operations allowed for by
% Benefit Enroliment HIPAA, | understand that participating in a Flexible Spending Account (FSA) is completely voluntary, and that
© Not Started payments from my FSA are independently reviewed for compliance with IRS regulations. | further understand
that the IRS requires me to reimburse the Plan for any improper, erroneous or excess reimbursement amount
that | do not resolve within the timeframe provided by the Plan. In accordance with §40.1-29(C) of the Code of
Summary Virginia, by enrolling in an FSA | specifically authorize the Commonwealth of Virginia to withhold from my
O Not Started paycheck on a post-tax basis such amounts as are necessary to replenish my FSA for any improper, erroneous
or excess reimbursements.

O | Agree

9. Read through the Health Plan Acknowledgement information (scroll up and/or down as
needed) and then select the | Agree checkbox option.

@ | Agree

10. Click the Save button.

Save
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Step | Action

11. Click the Next button.

| Cancel

| [ < Previous Next »

The Last Updated By: section appears.

% Dependent Info Acknowledgement :

O Not Started | cerfify that | have reviewed and understand the State Health Benefits Program eligibility and enrcliment information, and 1 agree to

abide by all participation requirements. I certify that all dependents meet the eligibility requirements of the program and that the

N information | provide is complete and accurate to the best of my knowledge. | understand that intentionally giving incorrect

%  Fluid Document Upload information is considered perjury and punishable to the fullest extent of the law. | understand that the health plan and its business
O Not Started associates have the right to use protected health information in connection with the treatment, payment and health plan cperations

allowed for by HIPAA_ | understand that participating in a Flexible Spending Account (FSA) is completely voluntary, and that

o Benefit Enrollment payments from my FSA are independently reviewed for compliance with IRS regulations. | further understand that the IRS reguires

me to reimburse the Plan for any improper, erroneous or excess reimbursement amount that I do not resalve within the timeframe

O Not Started provided by the Plan. In accordance with §40.1-29(C) of the Cede of Virginia, by enrolling in an FSA | specifically autherize the

Commonwealth of Virginia o withhold from my paycheck on a post-tax basis such amounts as are necessary to replenish my FSA

for any improper, ermoneous or excess reimbursements.

Summary
O Not Started
lAEree
Last Updated By:
User ID Name
Date/Time
Stamp
12. | Click the Next button.
]
|Cance| | [ < Pravious MNext 3
1

The Benefits Summary page displays.

= _—T _—T
Birth Event
o] |
% Welcome to the Birth Event Benefits Summary R, Contact Information
© Complete
. Phone
% Birth Date To view your benefits as of another date, enter the date and select Refresh
© Complete
My Benefits on |07/17/2026 Emall
% Acknowledgement
© Complete
Benefit Plans Address
Benefits Summary -:]
@ Visited | —
% Dependentinfo 403(b) Section 457
© Not Started
Coverage Waived Coverage Waived
% Fluid Document Upload
© Not Started

The employee can click the table icon to view a list of their benefit plans.

13. Click the Next button.

| Cancel

| [ < Previous Mext »
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Step | Action

The Dependent Info page displays.

Birth Event

=l

% Welcome to the Birth Event Dependent Info
© Complete

% Birth Date No data exists
@ Complete

Add Individual
% Acknowledgement

© Complete

Benefits Summary
@ Visited

% Dependent Info
© In Progress

% Fluid Document Upload
O Not Started

14. | Click the Add Individual button to submit the personal information for the child being added.

‘ Add Individual

The Add Individual Dependent/Beneficiary Information page displays.

| Cancel | Add Individual Dependent/Beneficiary Information

* Indicafes required field

Select Save after you have added your Dependent/Beneficiary’s informalion. The changes will go into effect on 7M7/2026.

Name

Add Mame

Personal Information

15. Click the Add Name button.

Name

‘ Add Name \
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Step | Action

The Name page displays in a pop-up window.

e

Name Format [ English v

Name Prefix l v

“First Name l

*Last Name l

|
|
|
Middle Name l ]
|
|

Name Suffix [ >

Display Name
Formal Name
Name

Formal Name PS Format

16. | Enter the child’s first and last name in the corresponding fields.

“First Name I I
Middle Name l l
*Last Name I I

0 Optionally add the child’s prefix, middle name, and/or suffix as applicable.

17. Click the Done button.

E3
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Step | Action

The Add Individual Dependent/Beneficiary Information page redisplays.

Add Individual Dependent/Beneficiary Infoermation

* Indicsfes required figld

Select Save after you have added your Dependent/Beneficiary’s informafion. The changes will go into effect on 7/17/2026.

Name

Jonathan Doe ¥

Personal Information

*Dats of Birth [07/17/2026 |
*Gender
*Relationship to Employee
“Marital Status Asof [MMDDMYYY |
*Student As of [MMDDAYYY |
Disabled No Asof [MMDDAYYY |
*Smoker Asof [MMDDMYYY |

18. | Confirm the Date of Birth and use the dropdown menus to complete the Gender and
Relationship to Employee fields within the Personal Information section.

Personal Information

“Date of Birth |07/17/2026

“Gender v
I *Relationship to Employee g I

19. Click the Add National ID button.

National ID

No National 1D exists.

‘ Add National ID

If the child has not received a National ID Number at the time of enroliment, skip to Step 22
0 and update when the information becomes available.

The National ID page displays in a pop-up window.

Cancel National ID @
“Country | v
“National ID Type [ v]
“National 1D [ ]
Primary ‘ |
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Step | Action
20. | Complete the Country, National ID Type, and National ID fields for the child.
*Country v
*National ID Type v
*National ID

0 The Primary field toggle defaults to selected. Do not change.
Primary

21. Click the Done button.

The Add Individual Dependent/Beneficiary Information page redisplays.

National ID
Country National ID Type National ID Primary
United States Social Security Number v bY
Phone
No Phone exists.
Add Phone

22. Click the Add Phone button.

Phone

No Phone exists.

Add Phone
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Step | Action

The Phone Number page displays in a pop-up window.

Phone Number w

same as mine || \

o | ;

Number l I

Extension l I

Preferred | \

23. | Click the Same as mine toggle field.

Same as mine

24. Click the Done button.

The Individual Dependent/Beneficiary Information page redisplays.

Add Individual Dependent/Beneficiary Information

* Indicsfes required fisld

Select Save after you have added your DependentBeneficiary’s information. The changes will go into effect on 7F17/2026.

Name

Jonathan Doe >

25. Click the Save button.
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Step | Action

The Dependent Info page redisplays.

Note: The Dependent Type is “Unapproved Dependent”. This will change when the proper
documentation is uploaded and approved by the Benefits Administrator in the next Dependent Info
step.

R —1] w3 ] e —1]

Birth Event
‘Car‘.sﬁl | | [ < Previous ” Mext >
*  Welcome to the Birth Event Dependem Info
Complete
%  Birth Date
Complete Name Relationship Dependent Dependent Type
% Acknowledgement Jonathan Doe Child \/ Unapproved Dependent
Complete

Benefits Summary
® \isited

*  Dependent Info
© Complets

Use the Add Individual button option to add any additional family members they are looking
0 to cover as a result of the life event. (e.g., spouse, other children)

26. Review the information to ensure that the child was added and then click the Next button.

|Cancel| | [ < Pravious ” Next » I
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Step | Action

The Fluid Document Upload page displays.

Note: The Document type is auto selected to “Birth Certificate.” A hospital birth letter can be used
as a “birth certificate” document until the birth certificate can be acquired.

T

un

Birth Event

(] | Cezmon ) o>

%  WWelcome to the Birth Event

i Save
Complete Fluid Document Upload
* , Birth Date Event Value Birth
Completa

 Instructions
*  Acknowledgement
Complete ‘You are required to submit the document(s) listed in the Document List. Select the Add Aftachment buffon to upload your document.

Benefits Summary ~ Document List
@ Visited
Document Upload ! Status Approval | Status
%  Dependent Info
& Complete Birth Cerfificate Required Required

Aftachment Missing
*  Fluid Document Upload

© In Progress Final Adoption Agreement Opficnal Mot Required
Marriage Cerlificate Opfional Mot Required
*  Benefit Enrollment
O Mot Startad
Summary Add Document
O Not Started

*Document Type | Birlh Cerlificate w

Mo Document has been attached.

[ Add Attachment l l Add Note ]

If you prefer to manually submit the required documentation, cancel the life event and reach
0 out to your Agency Benefits Administrator for enroliment.

27. Click the Add Attachment button.

_Add Document

*Document Type | Birth Cerfificate ~

Mo Document has been attached.
—— |

’ Add Attachment ﬂ Add Nole

The File Attachment page displays in a pop-up window.

File Attachment %

Choose From

bl

My Device

____________________________________________________________________________________________________________________________________
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Step | Action

28. | Click the My Device button to upload the birth certificate.

Choose From

iy

My Device

29. | Select the applicable document.

@ Open
« > ~ 4 %> Home v G Search Home
QOrganize = 03 =
W) Gallery
We'll show you recommended files here based on your activity.
~ Quick access
] Documents #
N m» Documents Downloads Pictures

& Downloads # =L stored locally B Stored locally B Stared locally

= » »
P9 Pictures

. N . Music Videos New
@ Music # JH Stored locally ﬁ Stored locally =1 Document.\Tuterial Video
> »
& Videos »
P82 ﬂF
Birth
New Certificte.
oex
leanamaz‘ v| All Files ()

The File Attachment page redisplays with the added document.

File Attachment b

Choose From

EBirth Certificate docx
@ File Size: 20KB

30. | Click the Upload button.

1
|[ Upload ]I Clear ]
|
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Step | Action

The File Attachment page redisplays with the “Upload Complete” notification.
Note: Additional documents can be uploaded if additional dependents need to be added.

File Attachment m

Choose From

EBirth Certificate. docx
@ File Size: 20KB

L Eload Cumﬁlete

31. Click the Done button.

The Fluid Document Upload page redisplays with “Approval is required.” message appearing in a
pop-up window.

Approval is required.
The document must be approved prior to you starling Benefits Enrollment within the Life Event process. Motification has been sent to the BA Conlacts requesting approval

0 The Benefits Administrator will receive a notification that the document has been uploaded.

32. Click the OK button.

[ o ]
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Step | Action

The Fluid Document Upload page redisplays with the uploaded document listed at the bottom with
a “Pending Approval” status.

Birth Event
|
% Welcome to the Birth Event i
Comnte Fluid Decument Uplead
* _ Birth Date Event Value Birth
Complete

*  Acknowledgement

Complete ou are required to supmit the document(s) listed in the Document List. Select the Add Attachment button to upload your document.
Benefits Summary ~ Document List
® Visited
Document Upload | Status Approval | Status.

*  Dependent Info
@ Complete Birlh Cerificate Required Required

Uploaded Pending Approval
& u ‘F'f‘g:;':‘:“ ment Upload Final Adoption Agresment Optional Mot Required
Marriage Gertificate Optional Mot Required
% Benefit Enroliment
O Mot Started
Summary Add Document

O Nt Startes

*Document Type | Birth Certficate -
Add Attachment Add Note

View Document

View All
s
Trow
Document Name 1, Déseription ‘T’:;:"‘e"" 1 Category 1l Last Updated 1 ‘B;“':“e“u Status 1 ‘
|er«,(:emﬁ:ata,anu Birth_Ceriificate.docx Birth Cerlificate Birth Cerfificate 07/2212026 12:42:02PM JOHN DOE  Pending Approval

After an employee submits the applicable document for the dependent, the Benefits
0 Administrator will contact the employee directly for any additional information or supporting
documentation needed to complete the Life Event.

The employee will receive an email notification after the Benefits Administrator has reviewed
and approved or denied the uploaded document.

After the employee receives an email stating the Benefits Administrator has reviewed and
approved or denied the document, reenter the system and click “Resume Life Event”.

33. | Toresume a life event, log back into Cardinal and use the Initiating ESS Life Events to
navigate to the Benefit Details page.

Benefit Details

Benefits Summary Benefits Statement Benefits Enrollment. Dependents Life Events

+ 0 i8]
5 " &

2026 Submitied Enroliment Resume Enroliment 3 Dependents « Resume Bith Event
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Step | Action

Life Events

4

&

Resume Birth Event

34. | Click on Life Events — Resume Birth Event tile to complete creating a life event.

Life Events

gy

The Life Events page displays.

LI

JOHN DOE

Human Resource Analyst 1|

% Benefits Summary

#% Life Events.

Qualifying Mid-Year Events - also known as Life Events
There are some events that involve you as the Employee or your family members.

Review the choices and select the appropriate Event. Then enter the date of your event.

For additional Life Events, please contact your Benefits i State empl can go to the
DHRM website for addifional Life Events.

* Indicates required field

Form for Active Employees on the

Type of Event

O I got married

@ | have a newborn ..{event in progress)
) I adopted a child

© 1 got divorced

*As Of |07/17/2028

Caonfinue Life Event

35. Click the Continue Life Event button.

*As Of |07/1T/2026

Confinue Life Event I
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Step

Action

The Fluid Document Upload page displays.

Birth Event

[ore] | G ) o)

% Welcome to the Birth Event
Complete

%  Birth Date
Complete

% Acknowledgement
Complete

Benefits Summary

% Benefit Enroliment

Fluid Document Upload

Event Value Birth

~ Instructions

You are required lo submit the document(s) listed in the Document List. Select the Add Attachment button o upload your document.

~ Document List

® visied
Document Upload / Status Approval / Status
*  Dependent Info
© Complete Birlh Cerlificate Required Required
Uploaded Approved
% Fluid Document Upload
oo Final Adoption Agreement Oplional Not Required
Marriage Centficate Optional Not Required

© Mot Started

Summary Add Document
© Not Started

*Document Type | Birlh Certificale v
Add Attachment Add Note

View Document
View All

Trow

Document Name 11 Deseripion 1t Document

T Category 1L Last Updated 1L g;‘""“ N Status T

Approved

Birth_Ceriificate.doc  Birth_Certificate.docx
x

Birth Certificate Birlh Certificate 07/22/2026 1:03:44PM JOHN DOE

36. | If the document status is “Approved”, continue to Step 42.

View Document

View All
Document Name 1, Description 1 %:;’:’“e"‘ . Category 1. Last Updated 1L gz}“"e‘i Status 1
Eirlh_CerIiﬁcale,dmc Birth_Certificate.docx Birth Certificale Birlh Cerificate 07/22/2026 1:03:44PM JOHN DOE Approved []

37. | If the document status is “Denied”, contact your Benefits Administrator to address the issue.

View Document

View All

1row

Document Name 11 Description 1 Document Type 1L Category 1L Last Updated T4 Attached By Status 1

Final_Divorce_Decres.dogy | Al Divarce_Decree.docx Birth Cerificale  Birth Certificate  07/22/2026 1:20:32PM JOHN DOE | Denied 3

38. | Click the Expand icon (>) to the far right of the current name listing and follow the prompts
to delete this denied document.

Note: The employee cannot proceed until the “Denied” document has been removed.

View All

1 row

Document Name 1L Deseription 1L Document Type 1L Category 1. Last Updated 1. Attached By 1L Status

Final_Divorce_Decres.dogx T Mal_Divarce_Decree docx Birth Cerlificale  Birth Certificate  07/22/2026 1:20:32PM JOHN DOE  Denied
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Step | Action

The Attachment page displays in a pop-up window.

Attachment m

Description [FinaI_Divor{:e_DecrEB.du:uc:x ]

Attachment Final_Divorce Decree docx
Attached By JOHN DOE
Attached 07/22/2026 01:18:13 PM
Last Updated 07222026 01:20:32 PM

Status Denied

39. | Click the Delete button and follow the prompts to delete the denied document.

|| Delets

40. | The confirmation message appears in a pop-up window.

Are you sure you want to delete this atfachment?
The delete will occur when the transaction is saved.

| Yes | | Mo |

41. Click the Yes button.

Yes Mo
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Step | Action

The Fluid Document Upload page redisplays.
Note: Refer to Step 27 to upload the applicable document.

T

Birth Event

g

%  Welcome to the Birth Event
Comglete

Fluid Document Upload

%  Birth Date

Event Value Birth
Complete

« Instructions
*  Acknowledgement
Complete

Benefits Summary « Document List

® Visited
Document Upload / Status

*  Dependent Info

& Compleie Birth Cerificate Required

Altachment Missing

cogEhidDocumentUpload Final Adoption Agreement Optienal

© In Progress

) Marriage Certificate Optional

*  Benefit Enroliment

O Mot Started

Summary Add Document
O Nat Started -

You are required fo submit the document(s) listed in the Document List. Select the Add Attachment bution to upload your document.

*Document Type | Birth Cerfificate -

Mo Document has been attached.

Approval / Status

Required

Mot Required

Hot Required

[ Add Attachment ] [ Add Nole l

42. Click the Next button.

| Cancel

| [ < Previous Mext » ]I

vy

Birth Event

Once the document is approved, the Benefit Enroliment page displays.

AL

| Cancel | | [ ¢ Previous ] [ Nt 5

*  Welcome fo the Eirth Event Benefit Enrollment

@ Comgplets
Mow we're ready to prepare your bensfit
%  Birth Date to see if there is any impact to your elig
@ Complats 'Start My Enrollment’ pushbutton to bagin your benefit enroliment.

%  Acknowledgement
@ Comgletz

Start My Enroliment

Eenefits Summary
& Visited

#*  Dependent Info
G Comgplete

%  Fluid Document Upload
% Comgplete

%  Benefit Enrollment

© InFrogress

tions, based upon the Life Event information that you've entered. Your information will be analyzed
for banefits, and determine whether changes to your existing enrollments are allowed. Select the
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Step | Action

43. | Click the Start My Enrollment button.

Start My Enrollment

The Benefit Enroliment page refreshes.

Birth Event

TET

| Cancal | | [ £ Previous ][ Maxt »

*

*

*

&

*

Welcome to the Birth Event
@ Comgplets

Eirth Date
@ Comgplets

Acknowledgement
@ Comgplets

Eenefits Summary
- \isited

Dependent Info
@ Comgletz

Fluid Document Upload
@ Comgletz

Benefit Enrollment
DHRM Employee Benefits

The Enrolirent Cverview displays which benefit options are open for edits.

NOTE: You must click the Submit Enroliment button for the elections to be valid.

~ Enrollment Summary

* Indicates required fizld

w

Benefit Enroliment
© In Frogress

Your Annual Cost $1 |69200

Status Pending Review

Praview Statement

Submit

Full Cost §1 692.00
Employer Cost §9 95(.00

44. Click the Medical tile.

Medical

Current COVA Cr+Exp Den+Vigion&Hmg

New COWVA Cr+Exp Den+Vision&Hmg
Status Pending Review
# 0 Dependents

Annual Cost $1 93200

Review

The Medical tile enables employees to change their medical coverage from “Single” to any
0 applicable coverage that includes a dependent.
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Step | Action

The Medical page displays.

Medical

All of our medical cheices promote wellness as part of their benefits and are available fo protect you and your dependents if you become sick or injured.

~ Enroll Your Dependents
The following list displays all individuals who are eligible for coverage as a dependent.

Dependents with a check by their name are currently enrclled on your plan. You may enroll cther eligible dependents by checking the box next to their name. If
you are removing a dependent, you will need to uncheck the box next fo their name.

If you would like to enroll a new dependent, select Add Dependent below. Once added, you must check the box next fo their name to enroll them for the new
plan year.

MNOTE: Please follow up with your agency Benefits Administrator to provide supporiing documentation to validate eligibility for all newly enrolled dependents.

During Open Enroliment, you have an additional 20 days from the end of the Open Enrollment period to submit the eligibility documentation. During 2 QME/Life-
Event, you have an additional 30 days from the election request to submit all supporting documentation.

Dependents Relationship

[m] Jonathan Dog Child

Add/Update Dependent

45. | Click the Select checkbox option for the child being added in the Enroll Your Dependents

section.

Dependents Relationship

Jonathan Doe Child

46. Click the Done button.

The updated Benefit Enrollment page displays.

NOTE: You must click the Submit Enroliment button for the elections ta be valid.

% Acknowledgement
& Comglete

~ Enrollment Summary

Birth Event
*  Welcome to the Birth Event Benefit Enroliment
@ Comglats -
DHRM Employee Banefits
%  Birth Date * Indicates required sl
@ Comgletz The Enraliment Overview displays which benafit options are open for edits.

Benefits Summary
@ Visited vour annual cost $4, 140,00 FullCost 4 140.00

i _ Employer Cost $17,856.00
%  Dependent Info Status Pending Review

& Comglets
% Fluid Document Upload »

%  Benefit Enrollment

© In Progress

Eenefit Plans

47. | Click the Submit button.

Submit
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Step | Action

The Benefits Alerts page displays in a pop-up window.

Done Benefits Alerts

Instructions

Your benefit choices have been successfully submitted to the Benefits
Department.

Select View to review yvour Election Preview statement, Done to return to
the Benefits Enraliment Summary

48. Click the Done button.

Done

The Benefit Enrollment page redisplays.

Birth Event

[ere] | [cmmn ) (o> ]

*  Welcome to the Birth Event Benefit Enrallment
© Complate N
DHRM Employee Benefts
% Birth Date * Indlisates required fiskd
@ Comlete The Enrcliment piay bensfit cpt for edits,

NOTE: You must click the Submit Enroliment button for the elections to be valid.
% Acknowledgement

@ Complete.
« Enroliment Summary

Benefits Summary
d

* Victa Yourannual Cost $4,140.00 Full Cest £4,140.00
Employer Cost $17,856.00

% Dependentinfa Status Pending Review

© Comglete

review Ststement

% _ Fluid Document Upload

@ Comglete
% Benefit Enrollment

© InProgress

To update Flex Spending deductions, click on the Flexible Spending Medical Tile and
0 update the Annual Pledge Amount. For further information on updating the benefit
enrolliment information, see the Job Aid titted BN361 Enroliment Steps for an Employee.
This Job Aid is located on the Cardinal website in Job Aids under Learning.

49. Click the Next button.

|Can{:e| | [ < Pravious MNext » ]I
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Step | Action

The Summary page displays.

Birth Event

% Welcome to the Birth Event

@ Compiete Summary
Birth Date Congratulations!
© Compele
*  Acknowledgement You have completed your Birth Event
© Compiele

Benefits Summary Select the Complete button to end this event.
® Visited

% Dependentnfo
© Complete

% Fluid D‘ocument Upload Steps. rows

% Benefit Enroliment

O Not Started Step. Status. Date Completed Required Go to Step
Welcome to the Birth Event @ Complete 071712026 Yes @
Summary
o Vited

Birth Date @ Complete 0711712026 Yes

50. | Review the summary information for accuracy and then click the Complete button.

0 The Birth Event is complete and the overnight system processing will finalize the enrollment.
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Initiating an Adoption Event

Step | Action

1. Navigate to the Life Events page on the Benefit Details page as described in the Initiating ESS
Life Events section of this Job Aid.

The Life Events page displays.

T TITIT R " " TITTIT

Life Events

Admin and Office Spec Il

<~ Benefits Summary * Indicates required field

722 Life Events Qualifying Mid-Year Events - also known as Life Events

There are some events that involve you as the Emplayee or your family members
Review the choices and select the appropriate Event. Then enter the date of your event.

For additional Life Events, please contact your Benefits Administrator. State employees can go to the
Enrollment Form for Active Employees on the DHRM website for additional Life Events

Type of Event

O | got married

O I have a newborn
O | adopted a child

O 1 got divoreed

Start Life Event

2. Click the 1 adopted a child radio button option.

|1 adopted a child
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Step | Action

The page refreshes and the As Of field displays.

—-—
Life Events

o= == w

JOHN DOE ()
Prog Admin Specialist I

i Benefits Summary

#8 Life Events.

Qualifying Mid-Year Events - also known as Life Events.
There are some svents that involve you as the Employee or your family members.

Review Ihe choices and select the appropriate Event. Then enter the dale of your evenl.

For additional Life Events, please contact your Benfit i State emp can gotothe
DHRM website for additional Life Events.

Type of Event
© | got married

2 1 have a newbem
@ | adopted a child

© 1 got divorced

*As Of |07/2012026 H
Siart Life Event

* Indicates required field

Form for Active Employees on the

The Life Event must be completed within 60 days of your qualifying event or you will not be eligible to change your Benéfit elections.

*As Of || 072002026

Start Life Event

3. Select the adoption date of the child using the As Of Calendar icon.

4. Click the Start Life Event button.

The Life Event must be completed within 60 days of your qualifying event or you will not be
o eligible to change your Benefit elections.
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Step | Action

The Welcome to the Adoption Event page displays.

T — T —

Adoption Event

— — T

‘Cancel‘ ‘ [ Next >

%  Welcome to the Adoption Event Welcome to the Adoption Event
@ Complete

%  Adoption Date
0O Not Started

You may enroll a newly adopted dependent as well as any eligible family members within 60 days of the event. The
60-day countdown begins on the day of adoption. The effective date will be retroactive to the date of the event for

% Acknowledgement the newly eligible dependent. The effective date for other family members will be the first of the month of the event.

O Not Started

Required Documentation-You are required to upload or provide your benefits department with a photocopy of the
final legal adoption agreement showing the employee’s name before your new dependent(s) can be enrclled. If the
documentation is approved, the benefits department will notify you when you can return to Cardinal to finalize your
election to enroll your new dependent(s) on your health plan.

Benefits Summary
O Not Started

%  Dependent Info
O Not Started Additional supporting documentation is required if enrolling other eligible family members. Refer to DHRM's

Dependent Eligibility Definitions and Required Documentation for more information.

%  Fluid Document Upload

O Not Started Note: If this is a legal pre-adoptive agreement, stop here and contact your agency benefits department for further
assistance with enrolling your dependent.

5. Read through the information and then click the Next button.

Cancsl MNext »

The Adoption Date page displays.

IT T TITIT — — — TITTAT

Adoption Event

‘ Cancel ‘ [ ¢ Previous ] [ MNext » ]
*  Welcome to the Adoption Event Adoption Date
@ Complete

Select the Submit button to notify the Benefits department of this change.

%  Adoption Date Required Documentation: You are required to upload or provide your benefits department with a photocopy of the

© In Progress final legal adoptive agreement showing the employee’s name before your new dependent(s) can be enrolled. If the
documentation is approved, the benefits department will notify you when you can return to Cardinal to finalize your
election to enroll your new dependent(s) on your health plan. .

*  Acknowledgement
O Not Started

Date child was placed in your
home for adoption |DT!2[]F2026 |

6. The date defaults to the date selected on the Life Events page. Update as required.

Date child was placed in your home for adoptiong | 07/20/2028

7. Click the Submit button.
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V4 ESS How to Create a Life Event

Step | Action

The Submitted Successfully message displays.

Note: The Submitted Successfully message disappears and the Adoption Date page redisplays.

Adoption Event

Submitted Successfully *

%  Welcome to the Adoption Event Adoption Date

@ Complete
Select the Submit button to notify the Benefits department of this change.
%  Adoption Date Required Documentation: You are required to upload or provide your benefits department with a photocopy of the
@ Complete final legal adoptive agreement showing the employee’s name before your new dependent(s) can be enrolled. If the

documentation is approved, the benefits department will notify you when you can return to Cardinal to finalize your
election to enroll your new dependent(s) on your health plan. .

*  Acknowledgement

O Not Started Date child was placed in your 07/20/2026

home for adoption

Adoption Event

‘ Cancel

‘ [ < Previous H Next >

*  Welcome to the Adoption Event Adoption Date

& Complete
Select the Submit button to notify the Benefits department of this change.
%  Adoption Date Required Documentation: You are required to upload or provide your benefits department with a photocopy of the
@ Complete final legal adoptive agreement showing the employee’s name before your new dependent(s) can be enrolled. If the

documentation is approved, the benefits department will notify you when you can return to Cardinal to finalize your
election to enroll your new dependent(s) on your health plan. .

*  Acknowledgement

O Not Started Date child was placed in your 07/20/2026

home for adoption

8. Click the Next button.

| [ < Previous Next » ]I

| Cancel
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Step | Action

The Acknowledgement page displays.

Adoption Event

‘Cancel‘ ‘ [ < Previous H Next > ]

*  Welcome to the Adoption Event Acknowledgement
@ Complete

Health Plan Acknowledgement for State Health Benefit Participant

%  Adoption Date

@ Complete You may add the newly adopted child as well as any eligible family member within 60 days of the date of the adoption event. The
effective date will be retroactive to the date of the adoption event (deductions will be collected for the entire menth in which the

event occurred).
%  Acknowledgement

© In Progress

Benefits Summa
Y Required Documentation: Photocopy of birth certificate or legal adoptive agreement showing employee's name must be provided

O Mot Started to your benefits administrator. (Note: If this a legal pre-adoplive agreement, it must be reviewed and approved by Office of Health
Benefits).
% Dependent Info
O Not Started
Mid-Year Life Event Policy
%  Fluid Document Upload Acknowledgement :
O Not Started
| ceriify that | have reviewed and understand the State Health Benefits Program eligibility and enrollment information, and | agree
to abide by all participation requirements. I certify that all dependents meet the eligibility requirements of the program and that the
%  Benefit Enroliment information | provide is complete and accurate to the best of my knowledge. | understand that intentionally giving incomrect
O Not Started information is considered perjury and punishable to the fullest extent of the law. | understand that the health plan and its business
associates have the right to use protected health information in connection with the treatment, payment and health plan operations
allowed for by HIPAA. | understand that participating in a Flexible Spending Account (FSA) is completely voluntary, and that
Summary payments from my FSA are independently reviewed for compliance with IRS regulations. | further understand that the IRS requires
O Not Started me to reimburse the Plan for any improper, erroneous or excess reimbursement amount that | do not resolve within the timeframe

provided by the Plan. In accordance with §40.1-29(C) of the Code of Virginia, by enrolling in an FSA | specifically authorize the
Commonwealth of Virginia to withheld frem my paycheck on a post-tax basis such amounts as are necessary to replenish my FSA
for any improper, erronecus or excess reimbursements.

[ 1 Agree

Read through the Health Plan Acknowledgement information and then select the | Agree
checkbox option.

@I Agree

10.

Click the Save button.

Save
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The Last Updated By: section appears.

%  Dependent Info Acknowledgement :

O Not Started | cerfify that | have reviewed and understand the State Health Benefits Program eligibility and enrcliment information, and | agree to

abide by all participation requirements. I cerlify that all dependents meet the eligibility requirements of the program and that the
information | provide is complete and accurate fo the best of my knowledge. | understand that intentionally giving incorrect
information is considered perjury and punishable to the fullest extent of the law. | understand that the health plan and its business
associates have the right to use protected health information in connection with the treatment, payment and health plan operations
allowed for by HIPAA_ | understand that participating in a Flexible Spending Account (FSA) is completely voluntary, and that
payments from my FSA are independently reviewed for compliance with IRS regulations. | further understand that the IRS requires
me to reimburse the Plan for any improper, erroneous or excess reimbursement amount that | do not resolve within the timeframe
provided by the Plan. In accordance with §40.1-28(C) of the Code of Virginia, by enrolling in an FSA | specifically autherize the
Commonwealth of Virginia to withhold from my paycheck on a post-tax basis such amounts as are necessary to replenish my FSA
for any improper, eronecus or excess reimbursements.

%  Fluid Document Upload
O Not Started

%  Benefit Enrollment
O Not Started

Summary
O Not Started

| Agree

Last Updated By:

User ID Name

Date/Time
Stamp

11. Click the Next button.

| Cancel

| [ < Previous Mext »

The Benefits Summary page displays.

I T T — — — TITT

Adoption Event

| Cancel ‘ ‘ [ < Previous H Mext >

a
*  Welcome to the Adoption Event Benefits 5ummary

@ Complete
*  Adoption Date Ta view your benefits as of another date, enter the date and select Refresh

@ Complate

My Benefits on .0?f20f2028

*  Acknowledgement
@ Complete

Benefit Plans

Benefits Summary

® Visited
Medical Imputed Life
%  DependentInfo
© Mot Started
o ¢ Plan COVA Care + Expanded Dental Plan Imputed Life Insurance Income

12. Review the current enrollments and then click the Next button.

| Cancel

| [ < Pravious Mext »
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Step | Action

The Dependent Info page displays.

" T N A R 1] —

Adoption Event

Cancel | | I < Previous H Mext »

*  Welcome to the Adoption Event Dependent Info

Complete
%  Adoption Date Mo datla exists
Complete
Add Individual
*  Acknowledgement
Complete

Benefits Summary
@ Visited

%  Dependent Info
© In Progress

13. | Click the Add Individual button to submit the personal information for the child being added.

| Add Individual l

o The employee’s current dependent(s)’ information is initially displayed on this page.

The Add Individual Dependent/Beneficiary Information page displays.

Add Individual Dependent/Beneficiary Information

* indizsfes required fisld

Zelect Save after you have added your Dependent/Eeneficiary’s information. The changes will go inte effect on 7/20/2026.

Name

Add Mame

Personal Information

*Date of Birth [MM/DDYYYY |

*Gender

*Relationship to Employee

I I
<

*Marital Status | Single As of | MMIDDMNYYY |
*Student | No v As of [ MMDDMNYYY |
Disabled Mo As of [MMDDMYYY |
*Smoker As of [MMDDRYY |
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Step | Action

14. Click the Add Name button.

Mame

Add Mame

The Name page displays in a pop-up window.

=

Name Format | English v|

Name Prefix | ~ |

*First Name | |

Middle Name | |

*Last Name | |

Name Suffix | hd |

Dizplay Name
Formal Name
Name

Formal Name P35 Format

15. | Enter the child’s first and last name in the corresponding fields.

*First Name I I

Middle Mame

*Last Name

0 Optionally add the child’s prefix, middle name, and/or suffix as applicable.

16. Click the Done button.
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Step | Action

The Add Individual Dependent/Beneficiary Information page redisplays.

Add Individual Dependent/Beneficiary Information

* indicafes required fisld

Zelect Save after you have added your Dependent/Beneficiary’s information. The changes will go inte effect on 7/20/2026.

Name

Jane Doe >

Personal Information

*Date of Birth |MMDDM Y
*Gender
*Relationship to Employee
arial tatus Asor
Disabled Mo As of
*3moker As of |MMDDMN YY"

17. | Complete the Date of Birth, Gender, and Relationship to Employee fields within the Personal
Information section.

Note

Date of Birth | =)

*Relationship to Employee I v I

18. Click the Add National ID button.

Mational ID

Mo Mafional 1D exisis.

Add Mational ID

If the child has not received a National ID Number at the time of enrollment, skip to Step 21 and
0 update when the information becomes available.
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Step

Action

The National ID page displays in a pop-up window.

|Cancel| National ID m
*Country | V|
*National ID Type | V|
“National ID | |
Primary | -|
19. | Complete the Country, National ID Type, and National ID fields for the child.
Note: The National ID will auto-fill to “Social Security Number” when selecting “United States” as
the country.
*Country v
*National ID Type v
*National ID
20. | Click the Done button.

The Add Individual Dependent/Beneficiary Information page redisplays.

National ID

[+ |
Country National ID Type National ID Primary
United States Social Security Number v >

Phone

No Phone exists.

Add Phone

21.

Click the Add Phone button.

Phone

No Phone exists.

Add Phone
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Step

Action

The Phone Number page displays in a pop-up window.

Cancel

Same as mine |_| \

Phone Number

o | ;

Number l I

Extension l I

Preferred | \

22. | Select “Yes” for the Same as mine toggle field.
Same as mine | [ |
23. | Click the Done button.

The Add Individual Dependent/Beneficiary Information page redisplays.

Canecal

[}

Add Individual Dependent/Beneficiary Information ave

* indicates required fizld

Select Save after you have added your DependentBensficiany's information. The changes will go into effect on TI2002028.

Name

Jane Doe

24. Click the Save button.
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The Dependent Info page redisplays.

Note: The Dependent Type is “Unapproved Dependent”. This will change when the proper
documentation is uploaded and approved by the Benefits Administrator in the next Dependent Info step.

Benefits Summary
@ Visited

— TITIT — — — TITTIT
Adoption Event
Gancel ‘ [ < Previous ] [ Next > }

%  Welcome to the Adoption Event Dependent Info

& Complete

Add Individual

%  Adoption Date

@ Complete Name Relationship Dependent Dependent Type
% Acknowledgement Jane Doe Child v Unapproved Dependent

& Complete

%  Dependent Info
& Complete

25.

Review the information to ensure that the child was added and then click the Next button.

| Cancel

| [ < Previous

Mext » ]I

The Fluid Document Upload page displays.

Note: The Document type is auto selected to “Final Adoption Agreement.”

T S A TTTTT

Adoption Event

— — "SI TTTTT

Cancel

| [ < Previous H Next > ]

%  Welcome to the Adoption Event
Complete

%  Adoption Date
Complete

*  Acknowledgement
% Complete

Benefits Summary
@ Visited

%  Dependent Info
Complete

%  Fluid Document Upload
© In Progress

% Benefit Enrollment
O Not Started

Fluid Document Upload

Event Value Adoption
v Instructions

You are required to submit the document(s) listed in the Document List. Select the Add Attachment button to upload your document.
» Document List

Document Upload / Status Approval | Status

Final Adoption Agreement Required Required

Attachment Missing

Birth Certificate Optional Not Required

Marriage Certificate Optional Not Required

Save

Summary Add Document
O Not Started
*Document Type | Final Adoption Agreement v
No Document has been attached.
l Add Attachment I [ Add Note I
Rev 9/1/2026
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Step | Action

If you prefer to manually submit the required documentation, cancel the life event and reach out
0 to your Agency BA for enrollment.

26. Click the Add Attachment button.

Add Document

*Document Type | Final Adoption Agreement V|

No Document has been attached

Add Attachment Add Note

The File Attachment page displays in a pop-up window.

File Attachment X

Choose From

iy

My Device

____________________________________________________________________________________________________________________________________

27. | Click My Device button to upload the final adoption agreement.

Choose From

iy

My Device
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Step

Action

28.

Select the applicable document.

G- Open

Q

<« > v~ A %> Home w

Organize *

- Recommendec’

E Gallery

o " ~ Quick access
ocurments &

n N m»_ Docurnents Downloads
% Downloads A =W Stored locally Stored locally
=, »
A Pictures »
- Music

& Videos »

PY382 ﬂ

Final
Adogtion
MNew Agreement
docx

Search Home

oo
o

We'll show you recommended files here based on your activity.

Pictures

Stored locally
+

New

. N Videos
© Music ;. JH Stored locally E Stored locally =1 Document..\Tutorial Video
> N

File name: |

| AiFies )

The File Attachment page redisplays with the added document.

File Attachment

Choose From

Final Adoption Agreement.docx
@ File Size: 20KB

29.

Click the Upload button.

I[ Upload ][ Clear ]
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Step | Action

The File Attachment page redisplays with the “Upload Complete” notification.
Note: Additional documents can be uploaded if additional dependents need to be added.

File Attachment m

Choose From

Final Adoption Agreement.docx
File Size: 20KB

UEIoad Comﬁlele

30. Click the Done button.

The Fluid Document Upload page redisplays with an “Approval is required.” message appearing in a
pop-up window.

Approval is required.
The document must be approved prior to you starting Benefits Enrollment within the Life Event process. Notification has been sent to the BA Contacis requesting approval.

31. Click the OK button.

OK
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Step

Action

The Fluid Document Upload page redisplays with the uploaded document listed at the bottom with a
“Pending Approval” status.

Adoption Event

A

L e

Cancel

% Welcome to the Adoption Event
© Gomplete

% Adoption Date
Complete

*  Acknowledgement
@ Complete

Benefits Summary
® Visited

*  Dependent Info
@ Complete

*  Fluid Document Upload
© In Progress

% Benefit Enroliment
O Not Started

Summary
O Not Slarted

Fluid Document Upload

Event Value Adoption

~ Instructions

You are required to submit the document(s) listed in the Document List. Select the Add Altachment button to upload your document.

 Document List

Document

Final Adoption Agresment

Birth Certificate

Marriage Certificate:

Add Document

View Document

View All

Document Name 1,

Final_Adoption_Agreement doc

Upload / Status

Required
Upleaded

Optienal

Optianal

Approval ! Status

Reguired
Pending Approval

Not Required

Not Required

*Document Type | Final Adoption Agreement v

Description 1

Add Attachment Add Note

Document Type 11

% | Final_Adoption_Agreement docx

Category 11

Last Updated 1)

Final Adoption Agreement Final Adoplion Agreement 07/21/2026 8:27:44AM JOHN DOE

Attached
By 1l Status 1.

Pending Approval 3

After an employee submits the applicable document for the dependent, the Benefits
Administrator will contact the employee directly for any additional information or supporting
documentation needed to complete the Life Event.

The employee will receive an email notification after the Benefits Administrator has reviewed
and approved or denied the uploaded document.

After the employee receives an email stating the Benefits Administrator has reviewed and
approved or denied the document, reenter the system and click “Resume Life Event”.

32.

navigate to the Benefit Details page.

To resume a life event, log back into Cardinal and use the Initiating ESS Life Events section to

Benefit Details

s = SR s

T

Benefits Summary

:3:

Benefits Statement

2025 Confirmation

Benefits Enrollment

Dependents

i}{‘w p
o

3 Depandents »

Life Events

A

Resume Adoption Event
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33.

Life Events

A

e

Resume Adoption Event

Click on the Life Events — Resume Adoption Event tile to complete creating a life event.

The Life Events page displays.

Life Events

JOHN DOE
Admin and Office Spec (Il

% Benefits Summary

£ EREED Qualifying Mid-Year Events - alsc known as Life Events

For additional Life Events, please contact your Benefits Admini

There are some evenis that invalve you as the Employes or yeur family members.

Review the choices and select the appropriate Event Then enter the date of your event.

* indicates required fisld

DHRM wabsite for additional Lifa Events.

Type of Event

1 | got married

O | have a newborn

® | adopted a child ..{event in progress)

1 1 got divorced

*As OF |0T/20v2028

Caontinue Life Event

State employees can goto the

Form for Active Empl: on the

34. Click the Continue Life Event button.

*As OF (072002025

Continue Life Event
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The Fluid Document Upload page displays.

T E—rE— —_——r
Adoption Event
|
* _Welcome to the Adoption Event | FJyjg Document Upload E
Complete
* _ Adoption Date Event Value Adoption
& Complete
w Instructions.
%  Acknowledgement N
‘Complele You are required fo submit the document(s) listed in the Document List. Select the Add Attachment button to upload your document.
Benefits Summary  Document List
@ Visited N
Document Upload / Status Approval / Status
% Dependent Info "
Compile Final Adoption Agreement Required Required
Uploaded Approved
* _ Fluid Document Upload Birth Cerlificate Optienal Not Required
@ Complete
Maniage Certificate Optional Not Required
% Benefit Enroliment
O Not Started
Summary Add Document
® Visited b
*Document Type | Final Adoption Agreement v
Add Attachment Add Note
View Document
View All &)
1 row
ﬁg;‘g’""“‘ 1, Description 1 Document Type 1. Category 1L Last Updated 1. Q;‘“"“d 1 Status 1
Final_Adopti ~ Final_adoption_Agreement docx
on_Agreeme Final Adoption Agreement Final Adoplion Agreement 07/21/2026 8:47:56AM JOHN DOE  Approved
nt.docx

35. | If the document status is “Approved”, continue to Step 40.

View Document

View All ]

Egg‘uemenl 1 Description 1. Document Type 11 Category Tl Last Updated 11 .gtytached 14 Status 11

Final_Adopli  Final_Adoption_Agreement docx

on_Agreeme Final Adoption Agreement Final Adoption Agreement 07/21/2026 8:47.56AM JOHN DOEQ Approved
nt.docx

]

36. | If the document status is “Denied”, contact your Benefits Administrator to address the issue.

View Document

viewan [

1 row
Document  Description Document Type Category Last Updated Attached § gip,e

Name By

Final_Divarce Final_Divorce_Decree don

_Decres doc Final Adoption Agresment Final Adaption Agresment 07/23/2028 400:55FM JOHN DOE]| Denied
x

37. | Click the Expand icon (>) to the far right of the current name listing and follow the prompts to
delete this denied document.

Note: The employee cannot proceed until the “Denied” document has been deleted.

View Document

viewan [

1 row
Biocisnent Description Document Type Category Last Updated JAiached Status
Name By
Final_Divorce Final_Divorce_Decree doox
_Decree.doc Final Adaoption Agreement  Final Adoption Agreement 07/23/2028 4.00:55PM JOHM DOE  Denied
®
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The Attachment page displays in a pop-up window.

Attachment m

Description [Final_Divor{:e_DecreB.du:ucac ]

Attachment Final_Divorce Decree docx
Attached By JOHN DOE
Attached 07/22/2026 01:18:13 PM
Last Updated 07/22/2026 01:20:32 FM

Status Denied

38. | Click the Delete button and follow the prompts to delete the denied document.

|| Delets

The confirmation message appears in a pop-up window.

Are you sure you want to delete this attachment?
The delete will occur when the transaction is saved.

| Yes | | Mo |

39. Click the Yes button.

[ | v
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The Fluid Document Upload page redisplays.
Note: Refer to Step 26 to upload the applicable document.

It T W S 1T 1T N— . " T -
Adoption Event
|Cance\| | [ £ Previous ][ MNext > ]
%  Welcome to the Adoption Event Fluid Document Upload
Complete
*  Adoption Date Event Value Adoption
& Complete

v Instructions
%  Acknowledgement

Complete You are required to submit the document(s) listed in the Document List. Select the Add Attachment button to upload your document.
Benefits Summary ~ Document List
@ Visited )
Document Upload / Status Approval / Status
%  Dependent Info . . . .
@ Complete Final Adoption Agreement Required Required
Attachment Missing
%  Fluid Document Upload Birth Certificate Optional Not Required
D In Progress
Marriage Certificate Optional Not Required
% Benefit Enrollment

O Not Started

Summary Add Document
O Not Started

“Document Type | Final Adoption Agreement v

No Document has been attached.

l Add Attachment I [ Add Note I

40. Click the Next button.

| Cancel

| [ < Previous Mext » ]I
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Once the document is approved, the Benefit Enrollment page displays.

3 F . [ TiT.

Adoption Event

| Cancel

| [ £ Previous H Next >

*  Welcome to the Adoption Event Benefit Enroliment

@ Complete
Mow we're ready to prepare your benefit options, based upon the Life Event information that you've entered. Your information will be
%  Adoption Date analyzed to see if there is any impact to your eligibility for benefits, and determine whether changes to your existing enrollmenis are
& Complet allowed. Select the 'Siart My Enrollment pushbutton to beqgin your benefit enrollment.
plete
%  Acknowledgement Start My Enroliment
@ Complete

Benefits Summary
@ Visited

%  Dependent Info
@ Complete

%  Fluid Document Upload
@ Complete

%  Benefit Enroliment
© In Progress

41. | Click the Start My Enroliment button.

Start My Enrollment

The Benefit Enroliment page refreshes.

Ty I = I T

Adoption Event

| Cancel | | [ < Previous l [ MNext >
%  Welcome to the Adoption Event Benefit Enrollment
Complete
DHRM Employee Benefits
%  Adoption Date * Indicates required field
Complete The Enroliment Overview displays which benefit options are open for edits.
*  Acknowledgement NOTE: You must click the Submit Enrollment button for the elections to be valid.
Complete
~ Enrollment Summary
Benefits Summary
@ Visited
Your Annual Cost $4, 1 4000 Full Cost $4.140-00

%  Dependent Info Employer Cost $17 856.00

Complete Status Submitted 07/21/2026 9:34AM

Preview Statement
%  Fluid Document Upload

Complete Submit

%  Benefit Enrollment
Complete
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42. Click the Medical tile.

Benefit Plans

Medical

Current COVA Cr+Exp Den+Vision&Hmg

New COVA Cr+Exp Den+Vision&Hmg
Status Pending Review
# 0 Dependents

Annual Cost $‘1 ,93200

Review

— 1

The Medical tile enables employees to change their medical coverage from “Single” to any
0 applicable coverage that includes a dependent.

The Medical page displays.
Medical [ Done |

All of our medical choices promote wellness as part of their benefits and are available to protect you and your dependents if you become sick or injured. @ Resources

~ Enroll Your Dependents
The following list displays all individuals who are eligible for coverage as a dependent.

Dependents with a check by their name are currently enrolled on your plan. You may enroll other eligible dependents by checking the box next to their name. If you are removing a
dependent, you will need to uncheck the box next to their name.

If you would like to enroll a new dependent, select Add Dependent below. Once added, you must check the box next to their name to enroll them for the new plan year.
MNOTE: Please follow up with your agency Benefits Administrator to provide supporting decumentation to validate eligibility for all newly enrclled dependents.

During Open Enrollment, you have an additional 30 days from the end of the Open Enrollment period to submit the eligibility decumentation. During a QME/Life-Event, you have an
additional 30 days from the election request to submit all supporting documentation.

Dependents Relationship

[m] Jane Doe Child

Add/Update Dependent

43. | Click the Select checkbox option for the applicable child within the Enroll Your Dependents
section.

Dependents Relationship

Jane Doe Child

44. Click the Done button.

Rev 9/1/2026 Page 51 of 111



f)Cardinal Employee Self-Service Job Aid
V4 ESS How to Create a Life Event

Step | Action

The updated Benefit Enroliment page displays.

T3 muy
Adoption Event
| Cancel | | [ < Previous l [ Mext >
%  Welcome to the Adoption Event Benefit Enroliment
Complete
DHRM Employee Benefits
%  Adoption Date * Indicates required field
@ Complete The Enroliment Overview displays which benefit options are open for edits.
*  Acknowledgement NOTE: You must click the Submit Enrollment button for the elections to be valid.
@ Complete
~ Enrollment Summary
Benefits Summary
@ Visited
Your Annual Cost $4,140.00 Full Cost $4 140.00
Employer Cost $17 856.00
* o Dependent Info Status Submitted  07/21/2026 9:34AM :
omplete
Preview Statement
%  Fluid Document Upload
%  Benefit Enroliment
% Complete ﬂ

45. Click the Submit button.

Submit

The Benefits Alerts page displays in a pop-up window.

Done Benefits Alerts

Instructions

Your hengfit choices have been successfully submitted to the Benefits
Department.

Select View to review your Election Preview statement, Done to return to
the Benefits Enroliment Summary

46. Click the Done button.

=

Rev 9/1/2026 Page 52 of 111



‘Cardinal Employee Self-Service Job Aid
d ESS How to Create a Life Event

Step | Action

The Benefit Enrollment page redisplays.

T A 1T A " "

(o] | ) ]

Adoption Event

%  Welcome to the Adoption Event Benefit Enrollment

@ Comglete _
DHRM Employee Benefits

% Adoption Date *Indicates requited Feld

© Comglate The Enroliment Overview displays which benefit options are open for edits.

NOTE: You must click the Submit Enroliment button for the elactions to be valid.
%  Acknowledgement

@ Comglete
Enroliment Summary

Benefits Summary

o vsted Your Annual Cost $3,696.00 Full Cost. §3,696.00
Employer Cost §17,856.00

%  Dependent Info Status Submitted 07/28/2026 5-06PM

@ Comglate -
=

%  Fluid Document Upload
@ Comgletz

%  Benefit Enroliment
@ Complats

Benefit Plans

Summary
o |

To update Flex Spending deductions, click on the Flexible Spending Medical Tile and update
0 the Annual Pledge Amount. For further information on updating the benefit enrollment
information, see the Job Aid titted BN361 Enroliment Steps for an Employee. This Job Aid is
located on the Cardinal website in Job Aids under Learning.

47. Click the Next button.

| Cancel

| [ < Previous “ Mext » I
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The Summary page displays.

Adoption Event

‘ < Previous

cancel

*  Welcome to the Adoption Event Complete
Complete Summary

*  Adoption Date Congratulations!
Complete

*
é:ﬂr:]lc:::edgement You have completed your Adoption/Final Custody Event

Benefits Summary

® Visited Select the Complete button to end this event.

*  Dependent Info

Complete
*  Fluid Document Upload Steps T rows
GComplete 1
‘ .u
|
%  Benefit Enrollment -
Complete Step Status Date Completed Required Go to Step
‘ Welcome to the Adoption Event @ Complete 07/20/2028 Yes ‘
Summary
® Visited ‘ Adoption Date @ Complete 07/20/2026 Yes Golo Step ‘

48. | Review the summary information for accuracy and then click the Complete button.

Complete

0 The Adoption Event is complete and the overnight system processing will finalize the enroliment.
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1. Navigate to the Life Events tab on the Benefit Details page as described in the Initiating ESS

Life Events section of this Job Aid.

The Life Events tab displays.

Life Events

JOHN DOE(
Prog Admin Specialist Il

3 Benefits Summary

s Life Events Qualitying Mid-Year Events - also known as Life Evants
Thero are soma ovents that invalve you as tha Employes or your family membrs

Review thelehoices and select the appropriate Event. Then enter the date of your event.

F ife Events, please
DHRM website for additional Lifa Events.

Type of Event

© 1 got married

O | have a newbomn
O ladopted a child

O | got divorced

Start Life Event

*indicates required fisid

dditional Life Events, please contact your Banefits Administrator Stala employees can go 1o the Enrolimant Form for Active Employees on the

2. Click the I got married radio button option.

| got married

3. Click the Start Life Event button.

Start Life Event

0 The Life Event must be completed within 60 days of your qualifying event or you will not be

eligible to change your Benefit elections.
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The Welcome to the Mariage Event page displays.

Marriage Event

T TITTT — — — TIITE

‘ Cancel

‘[ MNext »

@ Complete

%  Welcome to the Marriage Event Welcome to the Marriage Event

%  Marital Status
O Not Started

*  Acknowledgement
O Not Started

Benefits Summary
O Not Started

» Personal Information

You may enroll your legal spouse, newly eligible dependents (e.g stepchildren) and other eligible dependents within
60 days of the marriage. The 60-day countdown begins on the date of the event. The effective date is the first of the
month following the marriage or receipt of the enrollment request, whichever is later.

Required Documentation-You are required to upload or provide your benefits department with a photocopy of
certified or registered marriage certificate before your new dependent(s) can be enrolled. If the documentation is
approved, the benefits department will notify you when you can return to Cardinal to finalize your election to enroll
your new dependent(s) on your health plan.

O Not Started Additional supporting documentation is required if enrolling other eligible family members. Refer to DHRM's
Dependent Eligibility Definitions and Required Documentation for mere information.
4. Read through the information and then click the Next button.
Cancel l ‘ [ Next >

[

Marriage Event

The Marital Status page displays.

1 T

Cancel

| [ < Previous H Next » ]

%  Welcome to the Marriage Event
Complete

*  Marital Status
© In Progress

*  Acknowledgement

Marital Status

Current Status Unknown

5. Click the New Status dropdown button and select “Married”.
*New Status v

6. Select the applicable date of marriage using the Marriage Event date Calendar icon.
*Marriage Event date ||
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7. Click the Save button.

‘ Save

The Save was successful message displays.

Note: The Save was successful message disappears and the Marital Status page redisplays.

ny T

Marriage Event

The Save was successful. x

%  Welcome to the Marriage Event Marital Status

Complete
Current Status Married
*  Marital Status *New Status | Married v
Complete

*Marriage Event date | 07/21/2026

*  Acknowledgement
© Nol Starled

Marriage Event

Cancel

‘ [ < Previous H Next >

*  Welcome to the Marriage Event Marital Status
@ Complete
Current Status Married

*  Marital Status *New Status
% Complete

viarred

*Marriage Event date | 07/21/2026

*  Acknowledgement
QO Mot Started

8. Click the Next button.

| Cancel

| [ < Pravious Mext » ]I
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The Acknowledgement page displays.

I T TITTT — — — TITTE

Marriage Event

‘ Cancel

‘ [ < Previous H Next > ]

*  Welcome to the Marriage Event Acknowledgement
@ Complete

Health Plan Acknowledgement for State Health Benefit Participant
*  Marital Status

@ Complete You may add your legal spouse, newly eligible children (e.qg., stepchildren), and any eligible family member as well as change your
health plan selection as the result of the marriage. The request must be submitted within 60 days of the date of the marriage

event. The marriage must be recognized as legal in the Commenwealth of Virginia; A stepchild is the natural or legally adopted
*  Acknowledgement child of the parficipants legal spouse.
© In Progress

Benefits Summary Required Documentation: Photocopy of certified or registered marriage ceriificate, and photocopy of the top portion of the first
O Not Started page of the employee's most recent Federal Tax Return that the applicant is the spouse; for natural and stepchildren photocopy of
birth certificate showing the name of the employee andfor employee’s spouse; and photocopy of certified or registered marriage
certificate showing the employee’s name and the name of the child's parent; and photocopy of the top portion of the first page of

» Personal Information the employee’s most recent Federal Tax Return that shows the child's parent is the spouse.

O Not Started

IMid-Year Life Event Poli
%  Dependent Info ! o

O Not Started Acknowledgement :
i | certify that | have reviewed and understand the State Health Benefits Program eligibility and enroliment information, and | agree
% Fluid Document Upload to abide by all participation requirements. | certify that all dependents meet the eligibility requirements of the program and that the
O Not Started information | provide is complete and accurate to the best of my knowledge. | understand that intentionally giving incomect

information is considered perjury and punishable to the fullest extent of the law. | understand that the health plan and its business
associates have the right to use protected health information in connection with the treatment, payment and health plan operations
%  Benefit Enroliment allowed for by HIPAA_ | understand that participating in a Flexible Spending Account (FSA) is completely voluntary, and that

O Not Started payments from my FSA are independently reviewed for compliance with IRS regulations. | further understand that the IRS requires
me to reimburse the Plan for any improper, erroneous or excess reimbursement amount that | do not resolve within the timeframe
provided by the Plan. In accordance with §40.1-29(C) of the Code of Virginia, by enrolling in an FSA | specifically authorize the

Summary Commonwealth of Virginia to withhold from my paycheck on a post-tax basis such amounts as are necessary to replenish my FSA
O Mot Started for any improper, erroneous or excess reimbursements.
[ 1 Agree

Read through the Health Plan Acknowledgement information (scroll up/down as needed) and
then click the | Agree checkbox option.

. | Agree

10.

Click the Save button.

Save
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The Last Updated By: section appears.

Mid-Year Life Event Poli
%  Dependent Info id-¥ear Lite Event Folicy

O Not Started Acknowledgement :
) | certify that | have reviewed and understand the State Health Benefits Program eligibility and enroliment information, and | agree
% Fluid Document Upload to abide by all participation reguirements. | certify that all dependents meet the eligibility requirements of the program and that the
O Not Started information | provide is complete and accurate to the best of my knowledge. | understand that intentionally giving incomect

information is considered perjury and punishable to the fullest extent of the law. | understand that the health plan and its business
associates have the right to use protected health information in connection with the treatment, payment and health plan operations
%  Benefit Enroliment allowed for by HIPAA. | understand that participating in a Flexible Spending Account (FSA) is completely voluntary, and that

O Not Started payments from my FSA are independently reviewed for compliance with IRS regulations. | further understand that the IRS requires
me to reimburse the Plan for any improper, erroneous or excess reimbursement amount that | do not resolve within the timeframe
provided by the Plan. In accordance with §40.1-29(C) of the Code of Virginia, by enrolling in an FSA| specifically authorize the

Summary Commonwealth of Virginia fo withhold from my paycheck on a post-tax basis such amounts as are necessary to replenish my FSA
O Not Started for any improper, erroneous or excess reimbursements.
| Agree

Last Updated By:

UserID Name
Date/Time .
Stamp 07/29/2026 8:34:24AM
11. Click the Next button.
]
|Can{:e| | [ < Pravious Mext » ]I
1

The Benefits Summary page displays.

T T R % . L& ') |
Marriage Event
|
-
*  Welcome to the Marriage Event Benefits Summary
@ Complete
*  Marital Status To view your benefits as of another date, enter the date and select Refresh.
Complete

My Benefits on |07/21/2026

*  Acknowledgement
Complete

Benefit Plans

]

Benefits Summary

@ Visited | |
* Personal Information Medical Imputed Life 403(b)
O Hot Started
Plan COVA Cr+Exp Den+Vision&Hrng Plan Imputed Life Insurance Income Coverage Waived
*  Dependent Info Coverage Single Coverage Salary X2
© Mot Started #x ) Dependents

The employee can click the table icon to view a list of their benefit plans.

12. Review the current enrollments and then click the Next button.

|Cance| | | [ < Pravious Mext » ]I
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The Personal Information — Name page displays.

T T 1T . A >

Marriage Event

o] | (o) Lo

% Welcome to the Marriage Event Personal Information - Name
Complete

Your Formal Name identifies you for official purposes such as government documents. Your Display Name is the name you wish to be known by and will

%  Marital Status appear on most transactions and reports.
Complete
Current ,/';\
%  Acknowledgement S
@ Complete Formal Name Display Name
JOHN DOE JOHN DOE Details «

Benefits Summary
® Visited

4 Personal Information
® Visited

Name
® Visited

13. | The user’s current name displays. If the marriage resulted in a name change for the user, click
the Expand icon (>) to the far right of the current name listing. If the marriage did not result in a
name change for the user, skip to Step 17.

Personal Information - Name

Your Formal Name identifies you for official purposes such as govemment documents. Yeur Display Name is the name you wish to be known by and will
appear on most fransactions and reports

Current ,‘/ ;\‘
NS

Formal Name Display Name

JOHN DOE JOHN DOE Details +
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The Name page displays in a pop-up window.

| Cancel I Name @
* Indicates required field
Current
Display Mame JOHN DOE
Formal Name JOHN DOE
Proposed
Change As OF | 0712112026 |
Name Prefix | Mr V|
“First Name |JOHN |
Middle Name | |
“Last Name |DOE |
Name Suffix | V|
New
Display Name JOHN DOE
Formal Name JOHN DOE

14. | Enter the first and new last name in the corresponding fields.

“First Name| | JOHN |

Middle Name | |

*Last Na mel DOE I

0 Optionally, add the prefix, middle name, and/or suffix as applicable.

15. Click the Save button.

‘ Save

The Documentation Disclaimer message displays in a pop-up window.

Documentation Disclaimer
By Clicking the Ok button below, | acknowledge that | need to provide supporiing documentation related to this life event to my employing agency
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16.

Click the OK button.

The Personal Information — Name page redisplays with the name change Submitted for Approval
notification.

Marriage Event

S A TTTTT

GCancel

| [ ¢ Previous H Next »

%  Welcome to the Marriage Event
@ Complete

%  Marital Status

Personal Information - Name

Your Formal Name identifies you for official purposes such as govermment documents. Your Display Name is the name you wish to be
known by and will appear on most transactions and reports.

Benefits Summary
® Visited

4 Personal Information
@ Visited

Name
Complete

Home and mailing Address
@ \Visited

@ Complete
Current
*%  Acknowledgement
@ Gomplete Formal Name Display Name
JOHN DOE JOHN DOE Details
Benefits Summary
® Visited
As of 07/121/2026 )
Submitted for Approval
4 Personal Information N
® Visited -ormal Name Display Name
Mr JOHN Doe JOHN Doe Details ~
Name
Complete
17. | Click the Next button.
]
| Cancel | [ € Previous Mext 3 ]I
]
The Personal Information — Home and mailing Address page displays.
= T ™
Marriage Event
Cancel ‘ [ < Previous l [ Mext »
* o \gelcclure to the Marriage Event Personal Information - Home and mailing Address
@ Complete
Home
%  Marital Status
@ Complete Current 5
%*  Acknowledgement
Complete
Mailing

No Mailing Address exists.

Add Mailing Address
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18.

The user’s current home address displays. If the marriage has resulted in a personal address
change, click the Expand (>) icon to the far right of the current home address listing. If the
marriage did not result in a personal address change, skip to Step 21.

Home

Current >

The Home page displays in a pop-up window.

Cancel Home @'

* Indicates required field
Instructions

To save United States addresses at least one of the following fields must get populated: Address 1, Address 2, Address 3, Address 4

Change As OFf ‘ 0712112026 |

Address Type Home

*Country ‘Unﬂed States Q|

Address 1 | 100 MAIN ST |

Address 2 ‘ |

Address 3 | |

City ‘RICHMOND |

state Virginia
Postal |29939

County ‘ Henrico |

19.

Update the home address information as needed using the corresponding fields.

20.

Click the Save button.
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The Personal Information — Home and mailing Address page redisplays with the updated home

address.
fm T ™
Marriage Event
| Cancel ‘ | [ < Previous ” MNext >
* o \gelc?rre to the Marriage Event Personal Information - Home and mailing Address
omplele
Home
%*  Marital Status 6200 Paragon Place
& Complete RICHWOND, VA 99999 current >
Henrico
%*  Acknowledgement
@ Complete
Mailing
Benefits Summary
@ Visited Mo Mailing Address exists.
@ Visited
Name
@ Complete
Home and mailing Address.
@ Complete
21. | Click the Next button.
]
| Cancel | | [ < Previous Next » ]I
]
The Personal Information — Contact Information page displays.
bl 1 mnr L1
Marriage Event
Cancel | [ < Previous l [ MNext »
%  Welcome to the Marriage Event

Complete

@ Visited

Emergency Contact
O Mot Started

Personal Information - Contact Information

Mo instant message exists.

Add 1M

Phone
% Marital Status
Complete
Number Extension Type Preferred
%  Acknowledgement
Complete 555/555-5555 Business v >
Benefits Summary 555/555-5555 Mobile >
® Visitad
4 Personal Information .
@ Visited Email
Name
Complete Email Address Type Preferred
Home and mailing Address Business v ?
@ Complete
Personal >
Contact Information
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22. | To add a phone number, click the Add Phone Number (+) button and enter the applicable
phone number information.

23. | To update an Email Address, click the Expand (>) icon to the far right of the Email Address
listing and update the Email Address information.

4 Personal Information

® Visited Email

Name

& Complete Email Address Type Preferred

Home and mailing Address Business v >

@ Complete
Personal >

Contact Information
® Visited

The Email Address page displays in a pop-up window.

Email Address  save |

* Indicates required fisld

Email Type Personal

Preferred No

*Email Address

24. | Update the Email Address information.

25. Click the Save button.

[save ]

Business Email addresses cannot be updated through Employee Self-Service (ESS). Contact an
0 Agency HR Administrator to update business Email Address information.
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26. | To add an Email Address, click the Add Email (+) button.

Email

27. Click the Next button.

|Cancel | [ < Previous Next » ]I

The Personal Information — Emergency Contact page displays.

Marriage Event

Cancal

‘ [ € Previous H Next >

a
%  Welcome to the Marriage Event Personal Information - Emergency Contact
@ Complete -

No emergency contact exists.

*  Marital Status
@ Complete Add Emergency Contact

*  Acknowledgement
& Complete

Benefits Summary
@ Visited

4 Personal Information
@ Visited

Name
@ Visited

Home and mailing Address
@ Visited

Contact Information
@ Visited

Emergency Contact
@ Visited

28. | Click the Add Emergency Contact (+) button to add an additional emergency contact or click
the Expand (>) icon to update an existing emergency contact respectively.

Personal Information - Emergency Contact

Contact Name Relationship

Preferred
Contact

Sibling >
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If an emergency contact has not yet been established, click the Add Emergency Contact
0 button to add the first emergency contact.

No emergency contact exists.

| Add Emergency Contact I

The Emergency Contact page displays in a pop-up window.

Cancel Emergency Contact %
* Indicates required field

Preferred Contact [

Address

No data exists.

Add Address

Phone Numbers

No data exisis. Al least one phone number is required.

Add Fhone Number

29. | Update or add the applicable contact information for the emergency contact in the corresponding
fields.

30. Click the Save button.

[save ]

The Personal Information — Emergency Contact page redisplays with the updated contact.

T — —r e —
Marriage Event
| =

*  Welcome to the Marrizge Event Personal Information - Emergency Contact

@ Comgletz
% Marital Status

& Comgletz - - Preferred

Contact Name Relationship el

%  Acknowledgement

& Comglet Jane Do Spouse v
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31.

Click the Next button.

| Cancel

< Previous MNext »
I |

The Dependent Info page displays.

Marriage Event

[oree] | o] s ]

*  Welcome to the Marriage Event Dependent Info

@ Comgletz
Add Individusl

%  Marital Status

& Comgleta Name Relafionship Dependent Dependent Type

%  Acknowledgement Girl Baby child v Approved Dependent
Lt ] —
® Visted

%  Dependent Info
© InFrogress

32.

Click the Add Individual button to submit the spouse’s personal information.

Dependent Info

Add Individual

The Add Individual Dependent/Beneficiary Information page displays.

Add Individual Dependent/Beneficiary Information m
* indicates required fizld
Select Save after you have added your DependentBensficiary’s information. The changes will go into efect on 712872025,
Name
Personal Information
*Date of Birth | MMDDA Y |
*Gander
*Relationship to Employes
*Marital Status As of | MMDDAYYYY |
*5tudent As of | MAMDDY™Y Y |
Disabled Ma As of | MMDDAYYYY |
*Smaker As of | MY |
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33. Click the Add Name button.

Name

Add Mame

The Name page displays in a pop-up window.

Name [ Done |

Name Format | English V|

Name Prefix | A4 |

*First Name ‘ |

Middle Name ‘ |

“Last Name ‘ |

Name Suffix ‘ hd |

Display Name
Formal Name
Name

Formal Name PS Format

34. | Enter the spouse’s first and last name in the corresponding fields.

*First Name

Middle Name

“Last Name

0 Optionally enter the spouse’s prefix, middle name, and/or suffix as applicable.

35. Click the Done button.
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The Add Individual Dependent/Beneficiary Information page redisplays.

Add Individual Dependent/Beneficiary Information

Cancel

ESelact Save after you have added your DependentBensficiary's information. The changes will go into effect on 7/2272028.

Name

* Indicstes required fald

Jane Doe

Personal Information

*Date of Birth

*Gender

*Relationship to Employes

*Marital Status

*5tudent

Disabled

*Smoker

Single w

Mo W

Mo

Mon Smoker W

As of | MM

As of | ML

As of | MM

As of | ML

36. | Complete Date of Birth, Gender, Relationship to Employee, and Marital Status fields within

the Personal Information section.

Personal Information

*Date of Birth

I *Relationship to Employes

—
*Marital Status

A

37. Click the Add National ID button.

National ID

Mo Mafional ID exisis.

Add Mational ID

The National ID page displays in a pop-up window.

|Cancel|

National ID

*Country |

*National ID Type |

*National ID |

Primary | [-]
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the country.

*Country

*National ID Type

*Mational ID

38. | Complete the Country, National ID Type, and National ID fields for the spouse.

Note: The National ID will auto-fill to “Social Security Number” when selecting “United States” as

39. Click the Done button.

=

The Add Individual Dependent/Beneficiary Information page redisplays with the National ID number.

National ID
Country MNational ID Type
United States Social Security Mumber
Phone
Mo Phone exisis.

Mational 1D Primary

588-88-5883 v ¥

40. Click the Add Phone button.

Fhone

No Phone exists.

Add Phone

Rev 9/1/2026

Page 71 of 111




p/ Cardinal Employee Self-Service Job Aid
V4 ESS How to Create a Life Event

Step | Action

The Phone Number page displays in a pop-up window.

Phone Number w

Same as mine |_|

Type [

Number l I

Extension l I

Preferred | \

41. | Select “Yes” for the Same as mine toggle field.

Same as mine ||:| |

42. Click the Done button.

=

The Add Individual Dependent/Beneficiary Information page redisplays.

Phone

Number Extension Phone Type Same ag Mine Preferred

v v »

Email

No Email exists

Add Email

43. Click the Add Email button.

Email

Mo Email exists

| Add Email |
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The Email Address page displays in a pop-up window.

|Cancel | Email Address m

*Email Type | V|

*Email Address | |

44. | Select the Email Type from the Email Type dropdown menu and enter the applicable Email
Address in the Email Address field.

*Email Type v

*Email Address

45. Click the Done button.

=

The Add Individual Dependent/Beneficiary Information page redisplays.

Add Individual Dependent/Beneficiary Information @

* indicates required fleld

Select Save after you have added your Dependent/Beneficiany’s information. The changes will go into effect on 7/29/2026.

Name

Jane Doe >

Personal Information

*Date of Birth
*Gender
*Relationship to Employee
*Marital Status Asof [mmDAYY

46. Click the Save button.

Save
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The Dependent Info page redisplays.

Note: The Dependent Type is “Unapproved Dependent”. This will change when the proper
documentation is uploaded and approved by the Benefits Administrator in the next Dependent Info step.

Marriage Event

|Canne|| | [ ¢ Frevious ” Nast ]

*  Welcome to the Marriage Event Dependent Info

& Comglet=
Add Individual

#  Marital Status

@ Comglet= Name Relationship Dependent Dependent Type
#  Acknowledgement Jane Doe Spouse J Unapproved Dependant
G Comgletz

EBenefits Summary
@ Visited

* Personal Information
® \isited

#%  Dependent Info
9 Complets

47. | Review the information to ensure that the spouse was added and then click the Next button.

| [ < Previous Mext » ]I

| Cancel

The Fluid Document Upload page displays.

Note: The Document type is auto selected to “Marriage Certificate”.

T T T S
Marriage Event
|

®  Welcome to the Marriage Event Fluid Document Up]oad

@ Comgletz
*  Marital Status EventValuz Marriage

@ Comglets

Instructions

%  Acknowledgement i

& Comglete “You are required to submit the document(s) listed in the Document List. Select the Add Atachment button to upload your document.

Eenefits Summary Document List
® \isited -
Document Upload{ Status Approval | Status.

* Personal Information . -
@ \isited Marriage Certificate Required Required

Attachment Missing
% Dependent Info

Final Adepticn Agreement Optianal Not Required
@ Comgletz P =
Birth Certificate Optional Not Required
%  Fluid Document Upload
© In Frogress
*  Benefit Enrollment Add Document
O Mot Start=d i
*Document Type | Mamiage Cerfificate v
Summary
O Mot Started Mo Document has baen attached.
| Add Attachment | Add Mote |
Rev 9/1/2026
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If you prefer to manually submit the required documentation, cancel the life event and reach out
0 to your Agency Benefits Administrator for enroliment.

48. Click the Add Attachment button.

_ﬂkdd Document

*Document Type | Marriage Cerificale ' |

Mo Document has been attached.

l Add Attachment l Add Note

The File Attachment page displays in a pop-up window.

File Attachment X

Choose From

My

My Device

————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————

....................................................................................................................................

49. | Click My Device button to upload the Marriage Certificate.

Choose From

iy

My Device
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50. | Select the applicable document.

@ open
“« v 4 Y Home -~ G Search Home
Organize * g -
- Recommended
WA Gallery
We'll show you recommended files here based on your activity.
~ Quick access
[ Documents #
10 loads £ @ Documents Downloads Pictures
* Downloads 4 =LL Stored locally Stored locally Stored locally
=, » »

PN Pictures A4

N N . Music Videos New
@ Music * dp Stored locally Stored locally =1 Document..\Tutorial Video

N >

& videos »

PY382

New

File narme: | | A ¢
t

The File Attachment page redisplays with the added document.

File Attachment x

Choose From

Marriage Cerdificate. docx
File Size: 20KB

51. | Click the Upload button.

1
|[ Upload ]I Clear ]
|
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The File Attachment page redisplays with the “Upload Complete” notification.
Note: Additional documents can be uploaded if additional dependents need to be added.

File Attachment

Choose From

.....................................................................................................................................

¢ IMarrniage Ceddificate docx
File Size: 20KB

.....................................................................................................................................

Upload Complete

52. Click the Done button.

The Fluid Document Upload page redisplays with “Approval is required.” message appearing in a pop-
up window.

Approval is required.

The document must be approved prior to you starting Benefits Enrollment within the Life Event process. Notification has been sent to the BA Contacts requesting approval

53. Click the OK button.

>

Rev 9/1/2026 Page 77 of 111



//;/ Cardinal

Employee Self-Service Job Aid

ESS How to Create a Life Event

Step

Action

The Fluid Document Upload page redisplays with the uploaded document listed at the bottom with a
“Pending Approval” status.

Marriage Event

[=] | (o) =]

*  Welcome to the Marriage Event

& Comglete

%  Marital Status
& Comglet

% Acknowledgement
© Comglete

Benefits Summary
@ Visited

} Personal Information
® Visted

%  Dependent Info
© Comgletz

Event Value Marriage

Instructions

Document List

Document

Marriage Certificats

% Fluid Document Upload
© InFrogress

Birth Cerfificate

%  Benefit Enroliment
O Mot Start=d

Summary
© Not Startsd

Add Document

View Document

vewsn (200

Document Name

Warriage_Cerfificate. docx

Fluid Document Upload

Final Adoption Agresment

Description

Upload / Status

Required
Uploaded

Cptional

Optional

“You are required to submit the document(s) listed in the Document List. Select the Add Atiachment button to uplead your document.

Approval ! Status

Required
Pending Approval

Not Required

Not Required

*Document Type | Marriage Certificate -

Document Type  Category

Msmisge_Certificate doc

Marmiage Certificste Marriage Carificate OT/28/2026 10:13:23AM  JOHN DOE

Attached

Last Updated i

Status

Pending Approval

-]

After an employee submits the applicable document for the dependent, the Benefits

Administrator will contact the employee directly for any additional information or supporting
documentation needed to complete the Life Event.

The employee will receive an email notification after the Benefits Administrator has reviewed
and approved or denied the uploaded document.

After the employee receives an email stating the Benefits Administrator has reviewed and

approved or denied the document, reenter the system and click “Resume Life Event”.

54.

To resume a life event, log back into Cardinal and use the Initiating ESS Life Events to navigate
to the Benefits Details page.

Benefit Details

Benefits Summary

:}‘

Benefits Statement

2025 Confirmation

Benefits Enroliment Dependants

8§_\ p
5

3 Dependents -

Lifa Events

b

Resume Marmiage Event
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55. | Click on Life Events — Resume Marriage Event tile to complete creating a life event.

Life Events

A

2

Resume Mamiage Event

The Life Events page displays.

Life Events

JOHN DOE()
Admin and Office Spec (1l

1 Benefiis Summary * indicates required fizld

#2 Life Events Qualifying Mid-Year Events - also known as Life Events

There are some evans that invalve you as the Employee or your family members.
Review the chaioes and select the appropriate Event. Then enter the date of your event.

For addifional Life Events, please contact your Benefits Administrator. State can go to the Enrollment Form for Active

on the
DHRM website for additional Life Events.

Type of Event

® | got married ...(event in progress)
O I have a newborn

© 1 adopted a child

) | got divorced

*As Of |O7/28/2025

Continue Life Event

56. Click the Continue Life Event button.

*As OF | 072202025

| Continue Life Event I
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The Fluid Document Upload page displays.

— L= LS e T

Marriage Event

|G

« ecoms o he g Evert | [ |
Compain Fluid Document Upload

% Marital Status EventValue Mamiage
Completa

+ Instructions
*  Acknowledgement

Complete You are required fo submit the document(s} listed in the Document List. Select the Add Aftachment buttan o uplaad your document
Benefits Summary ~ Document List
® visited
Document Upload ! Status Approval I Status
¥ Personal Information _
® Vited Marriage Certificate Required Required
Uploaded Approved
* _ Dependent Info Final Adoption Agresment Optional Nol Required
Complete
Birth Cerfificate Oplional Not Required
*  Fluid Document Upload
Complele
% Benefit Enrollment Add Document
O Mot Started
*Document Type | Marriage Certificate v
Summary

© Not Started Add Attachment Add Hote

View Document
View All

trow
Document Name 71 Description 11 Document Type 7. Category 11 Last Updated 11 Attached By 1L Status 1L

Marriage_Ceriificate. docx  Mamiage_Certificale.docx Marriage Certificate  Marriage Cerfificate  07/21/2026 2:21:55PM  JOHN DOE Approved

57. | If the document status is “Approved”, continue to Step 63.

View Document

View All

Document Name Tl Description 1. Document Type 1.  Category Tl Last Updated T} Attached By Status TL

Marriage_Cerlificate dogyy  Mamage_Certificate docx Marriage Cerlificate  Marriage Certificate  07/21/2026 2:21:55PM JOHNDOE || Approved |

58. If the document status is “Denied”, contact your Benefits Administrator to address the issue.

_Vlew Document
View All
1 row
Document Name T Description 1} Document Type 1. Category T Last Updated Tl Attached By 1 Status 1.
Final_Divorce_Decree dogx | malDivorce_Decree.dock Birth Cerificale  Birth Cerfificate 07/22/2026 1:20:32PM JOHN DOE | Denied

59. | Click the Expand icon (>) to the far right of the current name listing and follow the prompts to
delete this denied document.

Note: The employee cannot proceed until the “Denied” document has been removed.

View Document

View All
1 row
Document Mame 71 Description T, Document Type 1L Category TL Last Updated 7. Aftached By Tl Status 1.
Final_Divorce_Decree docx | inal_Divorce_Decree.docx Birth Gertificate Eirth Certificate 07/22/2026 1:20:32PM  JOHN DOE Denied
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The Attachment page displays in a pop-up window.

Attachment m

Description [Final_Divor{:e_DecreB.du:ucac ]

Attachment Final_Divorce Decree docx
Attached By JOHN DOE
Attached 07/22/2026 01:18:13 PM
Last Updated 07/22/2026 01:20:32 FM

Status Denied

60. | Click the Delete button and follow the prompts to delete the denied document.

|| Delets

61. | The confirmation message appears in a pop-up window.

Are you sure you want to delete this atfachment?
The delete will occur when the transaction is saved.

| Yes | | Mo |

62. Click the Yes button.

Yes Mo
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The Fluid Document Upload page redisplays.
Note: Refer to Step 48 to upload the applicable document.

T — — ——
Marriage Event
| Cancsl | | [(¢Previous [ et ]

®  Welcome to the Marriage Event Fluid Document Up]oad

@ Comglete
*  Marital Status Ewvent Valuz Marriage

@ Comglete

Instructions

%  Acknowledgement i

& Comglets “fou are required to submit the document(s) listed in the Document List. Select the Add Attachment button fo upload your document.

Benefits Summary Document List
@ Visited -
Document Upload / Status Approval | Status
¥ Personal Information . ,
® Visited Marriage Certificate Requirad Required
Uploaded Approved

#  Dependent Info Final Adoption Agreement Optional Mot Required

& Comgletz

Birth Certificate Optional Mot Requirad

#  Fluid Document Upload

9 Complets
#*  Benefit Enrollment Add Document

© Not Start=d i

*Document Type | Marriage Certificate b4
Summary
© Mot Started | Add Attschment | | Add Mote |

63. Click the Next button.

| Cancel

| [ < Previous Mext » ]I

64. | Once the document is approved, the Benefit Enroliment page displays.

T T

Birth Event
| Cancs=l | ‘ [ ¢ Pravious ] ’ Maxt »
*  Welcome fo the Birth Event Benefit Enrollment
G Completz
Mow wea're ready to prepare your benefit options, based upon the Life Event information that you've entered. Your information will be analyzed
%  Birth Date to see if there is any impact to your elig:'_hifty for benafits, and determine whether changes to your existing enrollments are allowed. Select the
& Comglete 'Start My Enroliment’ pushbutton o begin your benefit enroliment.

%  Acknowledgement Start My Enroliment
% Complet=

Benefits Summary
@ \isited

#  Dependent Info
G Completz

%  Fluid Document Upload
G Completz

#  Benefit Enrollment

0 In Progress
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65.

Click the Start My Enrollment button.

Start My Enroll

ment

Marriage Event

The Benefit Enroliment page refreshes.

THT

|Can:>e| | | [ < Previous ” Mext >

*  Welcome to the Marriage Event
Complete

*  Marital Status
Complete

%  Acknowledgement
Complets

Benefits Summary
@ Visited

} Personal Information
@ Visited

*  Dependent Info
Complete

*  Fluid Document Upload
Complets

%  Benefit Enrollment
© In Progress

Benefit Enrollment
DHRM Employee Benefits

The Enrollment Overview displays which benefit options are open for edits.

NOTE: You must click the Submit E button for the electi

to be valid.

~ Enrollment Summary

* indieafes required field

Full Cost $§4,140.00
Employer Cost $1}':855_00

Your Annual Cost 34’14000

Statuzs Pending Review

Preview Stalement

Benefit Plans

66.

Click the Medical tile.

Medical

Status Pending Review

Annual Cost $1 93200

Current COVA Cr+Exp Den+Vision&Hmg
New COVA Cr+Exp Den+Vision&Hmg

# ) Dependents

Review

The Medical tile enables employees to change their medical coverage from “Single” to any

applicable coverage

that includes a dependent.

Rev 9/1/2026

Page 83 of 111




%/ Cardinal Employee Self-Service Job Aid

V4 ESS How to Create a Life Event

Step | Action

The Medical page displays.

Medical [ Dore |

All of our medical choices promote wellnass as part of their benefits and are avaiable to protect you and your dependents if you become sick or injured. @ Resources
Enroll Your Dependents

The following list displays all individuals who are eligible for coverage as a dependant

Dependents with a check by their name are currently enralled on your plan. ou may enroll other eligible dependents by checking the box nexdt to their name. If you are
remaving a dependent, you will nead to uncheck the box next to their name.

If you would like to enroll 2 new dependent, select Add Dependent below. Once added, you must check the boe next to their name to enrcll them for the new plan year.
NOTE: Plaasze follow up with your agency Benefits Administrator to provide supporting documentation o validate eligibility for all newly enrolled dependents.

During Cpen Enroliment. you have an additional 20 days from the end of the Open Enrollment period to submit the eligibifty documeantation. During a QME/Life-Event. you
have an additional 30 days from the election request to submit all supporting documentation.

Dependents Relationship

[m] Jane Doe Spouse

AddiUpd apendent

67. | Click the Select checkbox option for the spouse just added within the Enroll Your Dependents
section.

Dependents Relationship

Jane Do= Spouse

68. Click the Done button.

The updated Benefit Enrollment page redisplays.

(T TIin

Marriage Event

| Cancel | | [ < Previous ] [ Mext >
*  Welcome to the Marriage Event Benefit Enrollment
Complete
DHRM Employee Benefits
%  Marital Status * indicatas required field
Complet= The Enrolliment Overview displays which benefit options are open for edits.
*  Acknowledgement NOTE: You must click the Submit E button for the ions to be valid.
Complets
~ Enrollment Summary
Benefits Summary
@ Visited
Full Cost 44 140.00
Your Annual Cost $4,14000 . cont 34,
} Personal Information Status Pending Review mployer Cost $17,856.00
@ Visited

Previ tement

*  Dependent Info

*  Fluid Document Upload
Complets
%  Benefit Enrcliment Benefit Plans

© In Progress

Rev 9/1/2026 Page 84 of 111



W Cardinal Employee Self-Service Job Aid
d ESS How to Create a Life Event

Step | Action

69. Click the Submit button.

| Submit

The Benefits Alerts page displays in a pop-up window.

Done Benefits Alerts

Instructions

Your benefit choices have been successfully submitted to the Benefits
Department.

Select View to review your Election Preview statement, Done to return to
the Benefits Enroliment Summary

70. Click the Done button.

I Done

The Benefit Enrollment page redisplays.

I r T

Marriage Event

Cancel

| [ < Previous H MNext »

*  Welcome to the Marriage Event Benefit Enrollment
Complete
DHRM Employee Benefits

*  Marital Status *indigates required fiefd

Completa The Enrollment Overview displays which benefit oplions are open for edits.
*  Acknowledgement NOTE: You must click the Submit E butten for the ions to be valid.
Complete

« Enrollment Summary
Benefits Summary

@ Visited

Your Annual Cost 34,14000 Full Cost $4.140.00
} Personal Information Status Pending Review Employer Cost $17 856.00
® Visited

%  Dependent Info
Complete

Preview Statement

%  Fluid Document Upload

Complete
*  Benefit Enroliment Benefit Plans
© In Progress
ElE]

To update Flex Spending deductions, click on the Flexible Spending Medical Tile and update
0 the Annual Pledge Amount. For further information on updating the benefit enroliment
information, see the Job Aid titted BN361 Enroliment Steps for an Employee. This Job Aid is
located on the Cardinal website in Job Aids under Learning.
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71.

Click the Next button.

| Cancel

< Previous MNext »
I |

The Summary page displays.

T — — —-— a3
Marriage Event
|
% Welcome fo the Marriage Event Summa ry Complete:
G Comglats
%  Marital Status Congratulations!
G Comglete
%  Acknowledgement “fou have completed your Marriage Event!
& Comgletz
If you are changing your name, you need to update your information with your agency benefits administrator.
Benefits Summary
& \isited
Select the Complete button to end this event
} Personal Information
» Visited
Steps 11 rows
%  Dependent Info
% Comglete
Step Status Date Completed Required Go fo Step
%  Fluid Document Upload ) °
& Comglete \Welcome to the Marriage Event Complate OFI292025 es
%  Benefit Enrollment Marital Status @ Complete OFI28/2025 “es
@ Comglats
Acknowizdgemeant 9 Complate 0712072026 Yes
Summary
® Visited Benafits Summary ® Visited No

72.

Review the summary information for accuracy and then click the Complete button.

Complete

@

The Marriage Event is complete and the overnight system processing will finalize the
enrollment.
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1. Navigate to the Life Events tab on the Benefit Details page as described in the Initiating ESS
Life Events section of this Job Aid.

The Life Events tab displays.

v e T e e e T — T g ey

Life Events

JOHN DOE (&)

Prog Admin Specialist Il

% Benefils Summary * Indicates required fieid

22 Life Events Qualifying Mid-Year Events - also known as Life Events
There are some events that involve you as the Employee or your family membars.
Review the choices and select Ihe appropriale Event. Then enter the dale of your evenl.
For additional Life Events, please contact your Benefit: i Stale can go to the Form for Active Employees on the
DHRM website for additional Life Events.
Type of Event
O | got married
) 1 have a newbomn
O | adopted a child
O | got divorced

Start Life Event
2. Click the I got divorced radio button option.
'
i1 got divorced
The page refreshes and the As Of field displays.
¥ L% TS L F 7
Life Events
JOHN DOE )

Human Resource Analyst Il

1 Benefits Summa
P4 ny * Indieatas required field

#% Life Events Qualifying Mid-Year Events - also known as Life Events

There are some events that involve you as the Employee or your family members.

Review the choices and select the appropriate Event. Then enter the date of your event.

For additional Life Events, please contact your Benefits Admini: State empl can go to the E Fonm for Active Er
on the DHRM websile for additional Life Events.

Type of Event

1 got married

' I have a newbom
O I adopted a child

® | got divorced

*As OF |MM/DDAYYY
Start Life: Event

The Life Event must be completed within 60 days of your qualifying event or you will not be eligible to change your Benefit
elections.
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3. Select the date of divorce using the As Of Calendar icon.

*As Of |MM/IDDMYYY I

Start Life Event

4. Click the Start Life Event button.

| Start Life Event

The Life Event must be completed within 60 days of your qualifying event or you will not be
o eligible to change your Benefit elections.

The Welcome to Divorce Event page displays.

Divorce Event

-Cancel | -Ne:t>

*  Welcome to Divorce Event Welcome to Divorce Event
& Comglat=

JOHN DOE
#  Divorce Status
O Mot Start=d

“fou must remove your ex-spouse and stepchildren within 60 days of the divorce. The 60-day countdown begins on the date of the event. Coverage will be lost for the affected

family members at the end of the month when the divorcs is final.
#%  Acknowledgement

© Not Started
Ifthe G0-day window is missed, the ex-spouse and stepchildren still need o be removed as soon as it has been idenfified.

Benefits Summary

O Mot Start=d MOTE: Separation, even with a property settlenrent, is not a life event and will not allow terminating a spouse or stepchild’s coverage outside of open enrollment.
* Personal Information Required Documentafion-You are required to uplead or provide your benefits department with a photocopy of the final divorce decree that includes the judge’s signature and
© Mot Startsd date. Onece the documentation is reviewed, the benefits department will notify you when you can retum to Cardinal to finalize your election to remove the ineligible

dependent(s) from your health plan.

5. Read through the information and then click the Next button.

Cancel ‘ | Next > I

The Divorce Status page displays.

" 7T N A " T

Divorce Event

Czncel| | [ < Previous ” Mext > ]

*  Welcome to Divorce Event Divorce Status
Complete

*  Divorce Status Current Status Married

© InProgress
%  Acknowledgement

O MNot Startzd *Divorce Event date |07/21/2026
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6. Click the New Status dropdown button and select “Divorced”.

*New Status

v

7. The Divorce Event date field will default to the date previously selected on the Life Events tab.
Validate that this is the accurate date, and if required, update using the Divorce Event date
Calendar icon.

*Divorce Event datel | 072172026 ”

8. Click the Save button.

£

Divorce Event

The Divorce Status page redisplays and the Save was successful message displays.

Note: The Save was successful message disappears and the Divorce Status page redisplays.

The Save was successful.

%  Welcome to Divorce Event
Complets

%  Divorce Stafus
Complete

*  Acknowledgement
O Not Started

Divorce Status

Current Status Divorced

*New Status | Divorced v

*Divorce Event date | 07/21/2026

Divorce Event

N VA L F

‘Car‘.bel | | [ < Previous H Next >

% Welcome to Divorce Event
Complete

*  Divorce Status
Complete

*  Acknowledgement
© Not Started

Divorce Status

Current Status Divorced

*New Status | Divorced v

*Divorce Event date | 07/21/2026

9. Click the Next button.

Cancel

| [ < Previous l Next »
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The Acknowledgement page displays.

T —TTTT — — S A TTTTT

Divorce Event

| Cancel

| [ £ Previous H Next »

*  Welcome to Divorce Event Acknowledgement Save
Complete

Health Plan Acknowledgement for State Health Benefit Participant
*  Divorce Status

@ Complete ‘¥ou must remove your ex-spouse and stepchildren within G0-days of the date of the divorce event. Mote: Ex-spouses are not eligible, even with a court
order.
%  Acknowledgement
@ Complete
quil D ion: F y of the final divorce decree from the employee to document the date of divorce.
Benefits Summary Mid-Year Life Event Policy
® Visited Acknowledgement :
~ | certify that | have reviewed and undersiand the State Health Benefits Program eligibility and enrollment information, and | agre= to abide by all
¥ Personal Information participaion requirements. | certify that all dependents meet the eligibility requirements of the program and that the information | provide is complete and
® Visited acourate to the best of my knowledge. | stand that intenti giving incorrect infarmation is considered perjury and punishable to the fullest extent
of the law. | understand that the health plan and its business associates have the right fo use protected health information in connection with the freatment.
payment and health plan operations allowed for by HIPAA. | understand that participating in a Flexcible Spending Account (FSA) is completely voluntary,
Dependent Info and that payments from my FSA are independently reviewed for i with IRS Iati | further i that the IRS requires me to
© Mot Started reimburse the Plan for any improper, eroneous or excess reimbursement amount that | do not resolve within the timeframe provided by the Plan. In
accordance with §40.1-20(C) of the Code of Wirginia, by enrolling in an FSA | specifically autharize the Commanwealth of Virginia to withhold from my
paycheck on a post-tax basis such amounts as are necessary to replenish my FSA for any improper, ar excess reimt
Fluid Document Upload
© Mol Started
% Benefit Enrollment I Agree

10. | Read through the information (scroll up/down as needed) and then select the | Agree checkbox
option.

O]l Agree

11. Click the Save button.

Save
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The Last Updated By: section appears.

Mid-Year Life Event Poli
%  Dependent Info id-¥ear Lite Event Folicy

O Not Started Acknowledgement :
) | certify that | have reviewed and understand the State Health Benefits Program eligibility and enroliment information, and | agree
% Fluid Document Upload to abide by all participation reguirements. | certify that all dependents meet the eligibility requirements of the program and that the
O Not Started information | provide is complete and accurate to the best of my knowledge. | understand that intentionally giving incomect

information is considered perjury and punishable to the fullest extent of the law. | understand that the health plan and its business
associates have the right to use protected health information in connection with the treatment, payment and health plan operations
%  Benefit Enroliment allowed for by HIPAA. | understand that participating in a Flexible Spending Account (FSA) is completely voluntary, and that

O Not Started payments from my FSA are independently reviewed for compliance with IRS regulations. | further understand that the IRS requires
me to reimburse the Plan for any improper, erroneous or excess reimbursement amount that | do not resolve within the timeframe
provided by the Plan. In accordance with §40.1-29(C) of the Code of Virginia, by enrolling in an FSA| specifically authorize the

Summary Commonwealth of Virginia fo withhold from my paycheck on a post-tax basis such amounts as are necessary to replenish my FSA
O Not Started for any improper, erroneous or excess reimbursements.
| Agree

Last Updated By:

UserID Name
Date/Time .
Stamp 07/29/2026 8:34:24AM
12. Click the Next button.
]
|Can{:e| | [ < Pravious Mext » ]I
1

The Benefits Summary page displays.

L1k al L. (T

Divorce Event

| Cancel | | [ < Previous l [ MNext >
a
*  Welcome to Divorce Event Benefits Summary
Complete
%  Divorce Status To view your benefits as of another date, enter the date and select Refresh.
Complete

My Benefits on | 07/21/2026

*  Acknowledgement
Complete

Benefit Plans

@ Visited

13. Review the current enrollments and then click the Next button.

|Cancel | [ < Previous Next » ]I
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The Personal Information — Name page displays.

T T TTTTT — — — T

Divorce Event

| Cancel | ‘ [ < Previous l [ MNext >
*  Welcome to Divorce Event Personal Information - Name
@ Complete
Your Formal Name identifies you for official purposes such as govemment documents. Your Display Name is the name you wish to be
+  Divorce Status known by and will appear on most transactions and reports.
@ Complete
Current I ';\.
*  Acknowledgement o
© Complele Formal Name Display Mame
Details ~

Benefits Summary
@ Visited

4 Personal Information
@ Visited

Name
@ Visiled

14. | The user’s current name displays. If the divorce resulted in a name change for the user, click the
Expand (>) icon to the far right of the current name listing. If the divorce did not result in a name
change for the user, skip to Step 17.

Note: If this option is not available, the agency does not allow the change and the Agency HR
Administrator will need to be contacted.

Current

N
I\_z_/

Formal Name Display Name

Details

The Name page displays in a pop-up window.

| Cancel I Name @
* Indicates required fisld
Current
Display Name
Formal Name
Proposed
Change As O |OTJ‘29.'2026 |
Name Prefix | Ms V|
*First Name | |
Middle Name | |
*Last Name | |
Nams Suffix | v|
New
Display Name
Formal Name
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15. | Enter the first and new last name in the corresponding fields.

*First Name

Middle Name

*Last Name | I

o Optionally, add the prefix, middle name, and/or suffix as applicable.

16. Click the Save button.

‘ Save

The Personal Information — Name page redisplays with the name change “Submitted for Approval”

T — T — - ———
Divorce Event
| Cancel | | [(<previons [ net> ]

*  Welcome to Divorce Event Personal Information - Name

@ Comgletz

“four Formal Mame identifies you for official purposes such as govemment documents. Your Display Mame is the name you wish to be known by and will

% Divorce Status appear on most transactions and reports.

@ Comgletz

Current
#  Acknowledgement
@ Complet= Formal Hame Display Nama
JOHN DOE JOHN DOE

Details v
Eenefits Summary

@ Visited
Asg of 07/20/2026 Submitted for Approval
4 Personal Information

o Formal Hame DIBFI!Y Namsa
N Ms JON DOE JON DOE ’
Details w
Name
® \isied

17. Click the Next button.

| Cancel

| [ £ Previous Mext » ]I
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The Personal Information — Home and mailing Address page displays.

LA

Divorce Event

LA

Benefits Summary

@ Visited Mo Mailing Address exists.

Add Mailing Address

4 Personal Information
@ Visited

Name
® Visited

Home and mailing Address
@ Visited

Cancal | | [ < Previous l [ Next >
% Welcome to Divorce Event Personal Information - Home and mailing Address
Complete
Home
%  Divorce Status 6300 Paragon Place
Complete RICHMOMD, VA 99939 Curent >
Henrico
*  Acknowledgement
Complete
Mailing

18.

The user’s current home address displays. If the divorce has resulted in a personal address
change, click the Expand (>) icon to the far right of the current home address listing. If the
divorce did not result in a personal address change, skip to Step 21.

Home
6300 Paragon Place
RICHMOMND, VA 93999
Henrico

Current

The Address page displays in a pop-up window.

Cancel I

Instructions

To save United Stales addresses at least one of the following fislds must get populaled: Address 1, Address 2, Address 3, Address 4

Home

Save

* Indicafes required field

Change As OF | 07/21/2026

Address Type Home

*Country | United Slates

Address 1 |6800 Paragen Place

Address 2 |

Address 3 |

City | RICHMOND

State Virginia
Postal | 99999

County | Henrico

19.

Update the home address information as needed using the corresponding fields.
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20. Click the Save button.

B

The Personal Information — Home and mailing Address page redisplays.

(17T TILTLL

Divorce Event

Cancel | | [ < Previous ] [ Mext »
%  Welcome to Divorce Event Personal Information - Home and mailing Address
Complets
Home
%  Divorce Status 6300 Paragon Place
Complete RIGHMOND, VA 99899 Cument »
Henrico
*  Acknowledgement
Complets
Mailing
Benefits Summary N
@ Visited Mo Mailing Address exists.
4 Personal Information Add Malling Address
® Visited
Name
® Visited

Heme and mailing Address
@ Visted

21. Click the Next button.

| Cancel

| [ < Previous Mext » ]I
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The Personal Information — Contact Information page displays.

il [T [T
Divorce Event
Cancel | | [ < Previous l [ Next »
*  Welcome to Divorce Event Personal Information - Contact Information
Complete
Phone
%  Divorce Status
& Complete
Number Extension Type Preferred
*  Acknowledgement
Complete 555/555-5555 Business v ¥
Benefits Summary 555/555-5555 Mabile >
@ Visited
4 Personal Information .
@ Visited Email
Name
@ Visited Email Address Type Preferred
Home and mailing Address Business v ’
@ Visitad
Personal >
Contact Information
® Visitad
Mo instant message exisis.

22. | To add a phone number, click the Add Phone Number (+) button and enter the applicable
phone number information.

To update a Number, click the Expand (>) icon to the far right of the Number listing and update
the Number information.

Phone
Number Extension Type Preferred
555/555-5555 Business v >
555/555-5555 Maobile

23. | To add an Email Address, click the Add Email (+) button.
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24.

To update an Email Address, click the Expand (>) icon to the far right of the Email Address
listing and update the Email Address information.

Email

Email Address Preferred

Type
Business v >

Personal

@

Business Email Addresses cannot be updated through Employee Self-Service (ESS). Contact
an Agency HR Administrator to update the business Email Address.

25.

Click the Next button.

Next » ]I

Cancel

| [ < Previous

The Personal Information — Emergency Contact page displays.

I i
Divorce Event
| Cancal | | [ < Previous ” Mext »
%  Welcome to Divorce Event Personal Information - Emergency Contact
Complete
%  Divorce Status
Complete Contact Name Relationship l’crzLeg;d
*  Acknowledgement -
Complete Sibling 5
Benefits Summary Sibling ?
@ Visited
Sibling v »
4 Personal Information
@ Visited

26.

Click the Add Emergency Contact (+) button or the Expand (>) icon to add an additional
emergency contact or update an existing emergency contact respectively.

Personal Information - Emergency Contact

Contact Name

Preferred

Relationship Contact

Sibling
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If an emergency contact has not yet been established, click the Add Emergency Contact
0 button to add the first emergency contact.

No emergency contact exists.

| Add Emergency Contact

The Emergency Contact page displays in a pop-up window.

Emergency Contact w

# Indicstes required fisld

*Contact Mame [I.limmg.I ]

*Relationship | Sibling w

Preferred Contact

Address

1234 Richmend Way
Richmond, VA 23232 >

Phone Numbers

Phone Extension Type

1231123-1234 Private ¥

27. | Update or add the applicable contact information for the emergency contact in the corresponding

fields.

28. Click the Save button.

En
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The Personal Information — Emergency Contact page returns.

TTH. - I

Divorce Event

‘Can,ael| ‘ [ < Previous H Next > ]

%  Welcome to Divorce Event Personal Information - Emergency Contact

Complet
[+] |

Preferred
Contact

%  Divorce Status
Complets

Contact Name Relationship

*  Acknowledgement
Completa

Sibling >

Benefits Summary Jimmy Doe Sibling i \

@ Visited

‘ Sibling

“

4 Personal Information
® Visited ‘ Sibling

v

Name
@ Visited

Home and mailing Address
® Visitad

Contact Information
@ Visited

Emergency Contact
Complate

29. Click the Next button.

< Previous Mext »
I |

| Cancel

The Dependent Info page displays.

Divorce Event

(] | () e )

%  Welcome to Divorce Event Dependent Info
& Comglate

|| Add Individual

% Divoree Status
& Comglat= | Name Relationship Dependent Dependent Type

Mew Baby Child v Approved Dependent ‘
|

Jemma Doe ExSpouse o Approved Dependent .

% Acknowledgement
& Comglate

Benefits Summary
® Visited

* Personal Information
@ \isited

Dependent Info
@ Visited

30. | Click the Expand (>) icon to change the personal information for the spouse being removed.

— |
Jemma Doe ExSpause - Approved Dependent ‘ ‘
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The Update Individual Dependent/Beneficiary Information page displays.

Update Individual Dependent/Beneficiary Information

Select Save after you have edited your Dependent's information. The changes will go inte effect on 7/21/2028.

Name

Save

* Indicsfes required fisld

Jemma Doe

Personal Information

*Date of Birth |02F14\l'1 890 |

*Gender
*Relationship to Employee
*Marital Status
*Student m

Disabled Mo

31. | Confirm Relationship to Employee dropdown button is selected to “ExSpouse” and Marital

Status dropdown button is selected to “Divorced”.

*Relationship to Employee

Divorced

*Marital Status

32. | Click on the Spouse’s address to update address if changed.

Address
Address Address Type Same Address as mine
GE00 Paragon Placs
RICHMOMD, Wi 32220 Home Same as ming
Henrico
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33. | The Address page displays in a pop-up window.
IEI Address E
sameasmine [ [ ||
Address Type | Home v
Country | United States
Address 1 | G200 Faragon Place
Address 2
Address 3
City | RICHMOND
State | WA irginia
Fostal | 88059
County | Hansico
34. | Click the Same as mine toggle.

35. | Update the Ex Spouse’s address as appropriate.
36. | Click the Done button.
37. | Click the Save button.
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The Dependent Info page redisplays.

Divorce Event

o] | o) o)

*  Welcome to Divorce Event
© Comglete

* Divorce Status
© Comglet

% Acknowledgement
© Comglete

Benefits Summary
@ Visted

» Personal Information
@ Visted

Dependent Info

2dd Individuzl

Hame

New Baby

Jemma Doe

Dependent Info.
© Comgletz

Relationship

Dependent Dependent Type
Child ,, Appraved Dependent
ExSpouse - Appraved Dependent

38.

Click the Next button.

| Cancel

| [ < Previous

Mext » ]I

The Fluid Document Upload page displays.

Divorce Event

TIEA. Tt

Cznbel| | [ < Previous ” Mext > ]

*

*

*  Welcome to Divorce Event

Completa

Divorce Status
Complete

Acknowledgement
Complete

Benefits Summary
@ Visited

} Personal Information
@ Visited

Dependent Info
@ Visited

Fluid Document Upload

EventValue Divorce
« Instructions

You are required to submit the decument(s) listed in the Document List. Select the Add Attachment butfon to upload your
document.

« Document List

Fluid Document Upload
@ Visited

Document Upload / Status Approval | Status

Final Divorce Decree Required Required
Attachment Missing

Final Adoption Agreement Oplional Mot Required

Birth Cerfificate Oplicnal Mot Required

*

Benefit Enrollment
© Mot Started

Summary
O Mot Btarted

Add Document

*Document Type | Final Divorce Decree ~

Mo Document has been attached.

I Add Attachment I I Add Mote ]

@

If you prefer to manually submit the required documentation, cancel the life event and reach out
to your Agency Benefits Administrator for enroliment.
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39. | Click the Add Attachment button to upload your “Final Divorce Decree”.

ded Document

*Document Type | Final Divorce Decree V|

Mo Document has been attached.

l Add Attachment

Add Mote l

40. | The File Attachment page displays in a pop-up window.

File Attachment X

Choose From

Wy

My Device

————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————

41. | Click My Device button to upload the Marriage Certificate.

Choose From

iy

My Device

42. | Select the applicable document.

G open
< > v N > Home v G Search Home

Organize +

] Gallery

e
Il

We'll show you recemmended files here based en your activity.

g0 o ~ Quick access
ocuments

. @ Documents Downloads Pictures
L Downloads ¢ =L M stored locally E Stored lacally B Stored lacally
=, » »
P9 Pictures »
= Music Videos Mew

i -+ . .
O Music g steredtocely ﬁ Stored locally = Document.\Tuterial Video
+ +
i Videos »

Final

Diverce.
Decree.doc

File name: | v| AllFiles (%)
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The File Attachment page redisplays with the added document.

File Attachment X

Choose From

.......................................................................................................................

Final Diverce Decree.docx
@ File Size: 20KB

_______________________________________________________________________________________________________________________

43. | Click the Upload button.

|| Upload II Clear

The File Attachment page redisplays with the “Upload Complete” notification.

Note: Additional documents can be uploaded if additional dependents need to be added.

File Attachment

Choose From

Final Divorce Decree docx
@ File Size: 20KB

UEIoad Cﬂmﬁleie

44. Click the Done button.

Done
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The Fluid Document Upload page redisplays with “Approval is required.” message appearing in a pop-
up window.

The decument must be approved prior fo you starting Benefits Enrollment within the Life Event process. Notification has been sent to the BA Conlacts requesting approval.

Approval is required.

45.

Click the OK button.

The Fluid Document Upload page redisplays with the uploaded document listed at the bottom with a
“Pending Approval” status.

Adoption Event

(o] | G ) (oo

*  Welcome to the Adoption Event
© Complete

% Adoption Date
© Complete

*  Acknowledgement
@ Complete

Benefits Summary
@ Visited

*  Dependent Info
© Complete

% Fluid Document Upload
© In Progress

% Benefit Enroliment
O Mot Started

Summary
O Not Started

Fluid Document Upload

Event Value Adoption

v Instructions

“You are required to submit the document(s) listed in the Document List. Select the Add Attachment button to upload your document.

~ Document List

Document Upload / Status Approval / Status
Final Adoption Agreement Required Required
Uploaded Pending Approval
Birth Certiicate: Opticnal Not Required
Marriage Certificate Optienal Mot Required
Add Document

*Document Type | Final Adoption Agreement
Add Attachment Add Note

View Document

View All
1 row
Document Name | Description 1 Document Type 1. Category T} Last Updated 1. g;‘““e" Nl status 1,
Final_Adoption_gresment doc | Final_Adoplion_Agreement docx Final Adoplion Agreement  Final Adoption Agreement 07/21/2026 27:44AM JOHN DOE| Pending Approval E ‘

After the employee submits the applicable document for the dependent, the Benefits
Administrator will contact the employee directly for any additional information or supporting
documentation needed to complete the Life Event.

The employee will receive an email notification after the Benefits Administrator has reviewed
and approved or denied the uploaded document.

After the employee receives an email stating the Benefits Administrator has reviewed and
approved or denied the document, reenter the system and click “Resume Life Event”.
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46. | Toresume a life event, log back into Cardinal and use the Initiating ESS Life Events to navigate
to the Benefits Details page.

Benefit Details
Benefits Summary Benefits Statement Benefits Enrollment Dependents Life Events
%) S0, Ao\
a= ‘@ a8
2026 Submitted Enrciiment Resume Enrciiment Resume Divorce Event

47. | Click on Life Events — Resume Divorce Event tile to complete creating a life event.

Life Events

A

i

Resume Divorce Event

The Life Events page displays.

Life Events

JOHN Doe ™)
Human Resource Analyst 1|

% Benefits Summary * indicates requirad fizld

2 Life Events Qualifying Mid-Year Events - also known as Life Events

There are some events that involve you a5 the Employes or your family members.
Review tha choices and select the appropriate Event Then enter the date of your event

For additional Life Events, please contact your Benefits Administrator. State employees can go to the Enroliment Form for Active Empl: on the
DHRM wehsita for additional Life Events.

Type of Event

1 got married

© I have a newborn
O ladopted a child

@ | got divorced ...{event in progress)

*As Of |07/2972025

Confinue Life Event

48. Click the Continue Life Event button.

*As OF |O7MTI2026

Confinue Life Event I
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The Fluid Document Upload page displays.

— T A W = == L

[om] | Cemmen ) e )

Divorce Event

*  Welcome to Divorce Event
Complate

Fluid Document Upload

%  Divorce Status Event Valuz Divorce

Camplete
v ions
% Acknowledgement
Complete You are required lo submit Ihe document(s) listed in the Documenl List. Selec! the Add Attachment bution lo upload your document.
Benefits Summary ~ Document List
® Visited
Document Upload { Status Approval / Status
» Personal Information . .
® Viatad Final Divorce Decree Required Requited
Uploaded Approved
Dependent Info Final Adoption Agreement Optional Mot Required
® Visited
_ Birlh Cerfiicate Optional Hol Required
Fluid Dacument Upload
Complete
% Benefit Enrolment Add Document

© Mot Started

*Document Type | Final Divorce Decree v
Summary
© MNot Started Add Attachment Add Nate

View Document

View All
1 row
‘:::;m"' 1, Description Tl Document Type 1L Category 1L Last Updated 11 Q}‘?“"e" 1 Status 1L |
gg;a'lgeﬂiggxt Final_Divorce_Decree.docx Final Divorce Decree Final Divorce Decree 07/22/2026 9:41:06AM JOHN DOE  Approved

49. | If the document status is “Approved”, continue to Step 55.

View Document

View All

Description T Document

Attached
v 1. Category 7. Last Updated 1. By Status 11 ‘

‘ Document Name 1.

‘Eiﬂh_Cerliﬁcale,dmc Birth_Certificate.docx Birth Certificale Birlh Cerificate 07/22/2026 1:03:44PM JOHN DOE Approved [:”

50. | If the document status is “Denied”, contact your Benefits Administrator to address the issue.

View Document
View All
row
| Document Name 11 Description 1 Document Type 1L Category 1L Last Updated T4 Attached By Status 1 |
Final_Divorce_Decres.dogy | Al Divarce_Decree.docx Birth Cerificale  Birth Certificate  07/22/2026 1:20:32PM JOHN DOE | Denied ﬂ

51. | Click the Expand icon (>) to the far right of the current name listing and follow the prompts to
delete this denied document.

Note: The employee cannot proceed until the “Denied” document has been removed.

View Document
View All
1 row
| Document Name 1. Description 1L Document Type Tl Category 1. Last Updated 14 Attached By 1. Status
Final_Divorce_Decres.dogx T Mal_Divarce_Decree docx Birth Cerlificale  Birth Certificate  07/22/2026 1:20:32PM JOHN DOE  Denied
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The Attachment page displays in a pop-up window.

Attachment m

Description [Final_Divor{:e_DecreB.du:ucac ]

Attachment Final_Divorce Decree docx
Attached By JOHN DOE
Attached 07/22/2026 01:18:13 PM
Last Updated 07/22/2026 01:20:32 FM

Status Denied

52. | Click the Delete button and follow the prompts to delete the denied document.

|| Delets

53. | The confirmation message appears in a pop-up window.

Are you sure you want to delete this atfachment?
The delete will occur when the transaction is saved.

| Yes | | Mo |

54. Click the Yes button.

Yes Mo
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Step | Action

The Fluid Document Upload page redisplays.
Note: Refer to Step 39 to upload the applicable document.

LI

LI

Birth Event

% Welcome to the Birth Event
Complete

Fluid Document Upleoad

%  Birth Date

Event Value Birth
Complete

 Instructions
*  Acknowledgement

Complete You are required to submit the document{s) listed in the Document List. Select the Add Attachment button to upload your document.
Benefits Summary « Document List
@ \isited -
Document Upload / Status Approval | Status

*  Dependent Info
& Complete Birth Cerlificate Required Required

Altachment Missing

*  Fluid Document Upload

© InProgress Final Adoption Agreement Opticnal Mot Required
) Marriage Certificate Opfional Hot Required
*  Benefit Enroliment
© Nat Started
Summary Add Document
O Nat Started -

*Document Type | Birth Cerfificate -

Mo Document has been attached.

[ Add Aftachment ] [ Add Nole l

55. Click the Next button.

| Cancel

| [ < Previous Mext » ]

The Benefit Enrollment page displays.

" E—TTT A —= W S e

Divorce Event

%  Welcome to Divorce Event Benefit Enroliment

Gomplete

Now we're ready lo prepare your benefit options, based upon the Life Event information that you've entered. Your information will be analyzed lo see if there is any impact to your eligibility for

% Divorce Status benefils, and determine whether changes to your existing enroliments are allowed. Select the 'Start My Enrollment’ pushbutton to begin your benefit enroliment.

Complete

Start My Enrcliment

%  Acknowledgement

Complate

Benefits Summary
® Visited

¥ Personal Information
® Visited

Dependent Info
@ Visited

Fluid Document Upload
Complete

%  Benefit Enroliment
© In Progress

Rev 9/1/2026 Page 109 of 111



ﬁjCardinal Employee Self-Service Job Aid
d ESS How to Create a Life Event

Step | Action

56. | Click the Start My Enrollment button.

Start My Enraliment

The Benefit Enroliment page displays.

Divorce Event

[o=] | G ) s )

% Welcome to Divorce Event Benefit Enroliment
Complete
DHRIM Emplayee Beneflis
% Divorce Statu * Ingiicatas required fisfd
Complete

The Enrollment Overview displays which benefit oplions are open for edits.

NOTE: You must elick the Submit Enrollment button for the elections fo be valid,
*  Acknowledgement

Gomplete
v Summary

Benefits Summary

® visited Your annual Cost $1,932.00 Full Cost $1,932.00
Employer Cost $9,960.00

¥ Personal Information Status Pending Review
© vistea

Dependent Info
® Visited

Fluid Document Upload
Complete

Benefit Plans.
% Benefit

© nProgrezs (2] =) |

0 If applicable, the benefit enroliments can be updated by clicking on the appropriate tile(s).

57. Click the Submit button.

Submit

58. | The Benefits Alerts page displays in a pop-up window.

Done Benefits Alerts

Instructions

Your benefit choices have heen successfully submitted to the Benefits
Department.

Select View to review your Election Preview statement, Done to return to
the Benefits Enrallment Summary

59. Click the Done button.
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60. Click the Next button.

< Previous MNext »
I |

| Cancel

The Summary page displays.

— s e L — L

% Welcome to Divorce Event Summary
Complete

Divorce Event

You have completed your Divorce Event.

%  Divorce Status
Complete
Select the Complete button fo end this event
*  Acknowledgement
Complete Steps 11 rows.
Benefits Summary
@ Visited Step Status Date Completed Required Go to Step
i 9 Complete 12212
» Personal Information Welcome to Divorce Event pl 07, 026 Yes
® Visited
Divorce Status Complete 0712212026 Yes
Dependent Info
@ Visited Acknowlsdgement Complete 0712212026 Yes
Fluid Document Upload Benefits Summary ® visited Mo
o Go to Step
Hame @ visited Ho
%  Benefit Enroliment
Comglete
Home and mailing Address @ Visited Ho
Summary
@ Visited Caontact Information ® Visited Ho
Emergency Contact ® Visited Mo
Dependent Info @ Visited Ho
Fluid Document Upload S Complete 0712212026 No
Beneft Enrollment Complete 0712212026 Yes

61. | Review the summary information for accuracy and then click the Complete button.

Complete

0 The Divorce Event is complete and the overnight system processing will finalize the enroliment.
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