
How to process a 

Qualifying Life Event 
A Qualifying Life Event (QLE) is a change in your circumstances that may require changes to your benefits. This 

change makes you eligible for a special enrollment period outside of open enrollment. To see if your life change 

event allows you to make a change in your benefits, please review “Documents required for Qualifying Life Events” 

listed in the Quick Links section of the Communications Portal Homepage.  

Get started:  

1. Go to http://my.uca.edu, and log in 

using your UCA credentials. Do not 

use Internet Explorer. 

2. At the bottom of the page, search 

myUCA for My Employee Benefits. 

The My Employee Benefits task bar 

should appear.                                  

3. Click on the My Employee Benefits 

icon to land on the Communications 

Portal Homepage. 

4. Click the Purple Bear or “Manage my 

Benefits!” to enter the Benefits     

Portal. 

5. In the Benefits Portal Homepage, 

click “Edit your Benefits” to start the 

QLE change process. 

 

4. 

5. 

http://my.uca.edu/


6. Choose the reason for your change in          

coverage. 

7. Enter the date of your life event.  

If you are not sure of the correct date of 

your life event, please reach out to Human 

Resources at 501-450-3181. 

8. Review your current dependents. If you are 

adding new dependents, this would be the 

best time to add them. If you are removing a 

dependent, you cannot delete them at this 

time. You must first remove them from your 

insurance plans.  

9. Now you will check or uncheck the insurance 

plans you are wanting to make changes to. A 

“checked box” means covered, an “unchecked 

box” means not covered.  

9a. If you have dependents on your plan, 

make sure you are viewing the correct  

dependent you are wanting to make 

changes to.  

10. Once you have made your changes, scroll 

through your benefits to make sure all   

changes entered look correct.  

11. Scroll to the bottom of the page and Save 

Changes. You have now completed your 

change request.  
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12. You will get a notice that reflects which    

benefits have been updated. Click Continue. 

13. You will now be prompted to add your      

supporting document(s) for your QLE. If you 

do not have your supporting documents at 

the time you enter your QLE, you can come 

back and load them at a different time.  

For a list of acceptable supporting docu-

ments needed for a  QLE, you can review 

“Documents required for Qualifying Life 

Events” listed in the Quick Links section of 

the Communications  Portal Homepage.  
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Note:  

 Once your change request has been submitted, the Human Resources Benefits Team will be notified. We will review all changes and if 

there are any questions or issues, we will reach out to the employee.  

 If your change request results in back-premiums being owed, the Human Resources Benefits Team will reach out to the employee to 

see how the employee would like their back-premiums deducted. We can deduct them over 1 paycheck or up to 6 paychecks.  


