Qualifying Life Event Guide: Requirements & Submission IXPES

Pinnacle Employee Services

A Qualifying Life Event (QLE) is a significant change in Qualifying Life Event Types & Documentation
your circumstances that may impact your health

insurance. QLEs can trigger a Special Enrollment Period
(SEP) that allows you to enroll in a new health insurance

plan outside of the annual Open Enrollment Period. Spouse Gains Coverage at Their Employer
Required Document: Certificate of Coverage

Employee or Dependent Loss of Coverage
—..... Required Document: Certificate of Coverage

Marriage

. Required Document: Marriage Certificate
Important Information:

« All Qualifying Life Events require supporting
documentation in order to enroll, disenroll, or change
your benefit selections. (Instructions on step 7)

e QLEs should be reported within 30 days of the event __K

‘ Domestic Partnership
Required Document: Domestic Partner Affidavit

Divorce or Legal Separation
Required Document: Divorce Decree

e The Special Enroliment Period will be open for 30-45
days dependent on the QLE type. Once the SEP ¢ Newborn Child

closes, you must wait until the next Open Enrollment. Required Document: Birth Certificate
« If you are having trouble accessing your employee &P placement for Adoption
portal, please contact your HR Business Partner for sy Required Document: Adoption Papers
assistance.
Death of a Dependent
 Please follow the steps on pages 2 & 3 for the self- Required Docﬁment Death Certificate

reporting Life Event Process.
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Effectiv Effective 02/01/2025
Life Events Newborn Child

PES PES BASIC LIFE & ADD $50,000 Life
Insuri Reduction in Hours Insurance - Basic

You can change your benefits based on your
qualifying life event by starting the process

here. Effectiv Effective 01/01/2025
: Death of a Dependent

* Life Event 5
PEST  Divorce or

Select One Effectiy Legal Separation

Dependent Loss
of Coverage

* Date of Event s

] Life
Dependent Approaching

Youc  Max Age
Report Life Event qualif

here. Marriage

‘Life " Employee Loss

Sale of Coverage 0

Spouse Gains Coverage at

JeC Their Employer

8

Placement for Adoption

Report Life Event Report Life Event

Login to the PrismHR app a Select the applicable Life 6 Select the date the Life Event
and scroll down the home Event type. occurred, the select “Report
page until you reach the “Life Life Event”.

Events” widget.
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Life Events

You can change your benefits based on your
qualifying life event by starting the process
here.

* Life Event

Select One

* Date of Event

8

Report Life Event

o Select the right side panel.

@ Home

Personal

Benefits
Summary
Flexible Spending
Retirement Summary
Dependents/Beneficiaries

Benefits Enroliment

Pay

Documents

Events

Taxes

Timeco

Time Entry

Mineral

a Expand the Benefits section
and select “Benefits
Enrollment” option.
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Completed: 5 of 10 Next: Complete

Welcome

Welcome to Benefit
Enrollment 2025!

Pinnacle Employee Services is committed to
offering you customizable benefit coverage
solutions to meet the needs of every
situation. Plan offerings should be carefully
reviewed as certain benefits are not available
during each plan year's open enroliment.
Pinnacle's goal is to keep this process simple,
quick, and informative for you and your
family.

We are happy to support you throughout

e You will now be able to

enroll, disenroll, or change
select benefit elections based
on the Life Event type.
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Completed: 6 of 10 Next: Confirmation

Running Total: $36
Benefit Summary

Marissa, please review your selections
Your benefits are not yet confirmed.

Please ensure that each section is complete by either
selecting or waiving the benefit.

Click ‘Submit’ to go to the last step of the enroliment
process.

Required Documents
Document

Certificat

Choose File o file selected

***ACTION REQUIRED: Supporting documentatid
is needed to process your life event change. Y(
request will not be processed until the required
proof is received. Failure to submit documentaf]
within 30 days of the event may result in denia
your request. Please provide the necessary

0 Upload the required

documentation on the “Benefit
Summary” page, then select
“Submit”.



