
Employee logs 
into

 RetaEnroll 360

Employee 
selects "Submit 

Life Event"  under 
Quick links or 
"Enroll"  drop 

down on 
Employee Profile

Acknowledge  

Instructions and 
Terms and 
Conditions 

Type

Define Life Event

Proof 

Supporting 
Docuemnts

Comments

Additional details

Confirmation

Review 
submitted details 

Life Event Type and 
Date

- Upload ( PDF only) 
- Fax

 Add Dependent  
· Marriage  

· Birth of Child  
· Adoption  

· Qualified Medical Support Order  
· Spouse or Dependent Loss of 

Coverage Elsewhere 

"Verification Documents for 
Qualified Life Events"  

Examples of documents used for supporting 
documentation included but are not limited 

to:
·  Marriage License
·  Birth Certificate

·  Death Certificate
·  Adoption Decree

·  Proof of Legal Guardianship
·  Divorce Decree

·  Proof of new insurance (with the effective 
date of new coverage)

·  Loss of Insurance (with proof of prior 
coverage and effective date of termination)

Employee is 
Redirected to Life 
Event Enrollment 

Wizard

Remove Dependent  
· Death of Dependent Child 
· Loss of Spouse (Divorce, 

Annulment, or Death  
· Qualified Medical Support Order  
· Spouse or Dependent Obtains 

Coverage Elsewhere 

Employee Coverage Change 
- Employee Obtains Coverage 

Elsewhere 
- Employee Loss of Coverage 

Elsewhere

Employee makes 
the necessary 

changes to their 
benefits and or  

dependents

 Employee receives 
notification once  

submit life event is 
reviewed by your 

employer

Effective Date
1st of the Month following date of 

Life Event

Review Life Event 
details

Give your 
employer more 

details

Employee  Experience  
Submitting a Life Event 
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