
Hello! You have obtained these instructions due to a Qualifying Event. What exactly is a qualifying event?           

It is a major life change that may make you eligible for a special enrollment period; such as having a baby or get-

ting married. Please note: you have 31 calendar days* from the day of the event to request any changes.   

These instructions will assist you in making the necessary benefit changes, let’s get started! 

*Medicaid/CHIP related qualifying events may have an extended period 

Step 1: Login to the enrollment system 

Cannot remember 

your credentials? 

Contact your HR 

Benefits team, they’ll 

be more than happy 

to assist.  

The necessary benefit changes will need to be made on the benefits enrollment system, Employee Navigator. 

To access the website, please click here. 

You will be prompted to enter your credentials: 

Qualifying Event Step-by-Step Instructions 

http://www.employeenavigator.com


Step 2: Adding your life event 
 

 

Once logged in, you will see the below image, click on “Life Events ” 

A series of options will be available, for example: adding a new born . 

Click on the 

link 

Elect the life 

event that applies 

to you.  



The below image will appear:  

Child’s date 

of birth. 

Step 3: Imputing your dependent’s info 

If your dependent is not in the benefits system; the per-
son will need to be manually added. Please ensure that 
all personal information is entered correctly, as it could 
cause issues upon rendering medical services.  
* For newborn’s SSN– zero’s followed by a number may be 
entered temporarily. * 

Review dependent 

information. If no 

changes are needed, 

click the “Save” 

button. 

 



Step 4: Selecting coverage 

You will be provided with the option to enroll your dependent in the qualifying benefits of your choice.  

See the example below.  

You will notice a 

premium change, 

in accordance to 

the benefits you 

elect. 

Review your elections, if no additional changes are needed, click “Save”.  

Step 5: Supporting Documentation  

You will be presented with the image below. It is required to submit supporting documentation                               

(for all requested qualifying events) in order for the requested changes to take effect. The documents are to 

be uploaded on the same system the benefit changes were processed- see “step 5a” . 

 
What is supporting documentation? 

Documents such as: birth certificates, marriage license or a document stating loss/gain of coverage.  



Step 5a: Uploading documents 

Click “back” you will be redirected to the “Life Events” homepage. 

Click on “Required Tasks”, located on the task bar.  



Click “Upload dependent Supporting documentation”  

2 options are available: add the file or drop file.  

Please note: the requested changes will not come into effect immediately. Human Re-

sources Benefits staff will be reviewing your qualifying event. They will be contacting you 

once received and let you know if anything is else is needed or if your qualifying event has 

been approved. 



Your Employee Navigator home page will display as be-

Congratulations! You have now completed your qualifying event! 

 

 

Contact your Human Resources Benefits Team should you have any questions or 

require assistance navigating the system.  

 

Email: HrBenefits@epcounty.com 

Phone: (915) 546-2218 Dial “0” for the operator 

mailto:HrBenefits@epcounty.com

