Mid-Year Qualifying Event

Follow these steps to initiate a mid-year qualifying event for benefits.

1. Select Menu and then Benefits and Pay.
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2. If you are initiating a change due to a separation, divorce, birth, or
marriage, navigate to your dependents screen. If you are initiating a change for
a different reason, skip to step 4.
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3. From there, you may change the relationship status of an existing dependent
(Example: spouse to ex-spouse), or you may add a new dependent using
the appropriate change reason and date of the change (Example: ‘Add

dependent> birth/adoption’).
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Once you've updated your dependent, you'll receive a task in your Workday inbox

to update your benefits.
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If you are initiating a change due to any other type of life event, select Change

Benefits.

Tasks and Reports

Withholding Elections Payment Elections

Crange senei ] [

D (w

) (rovonoemnd ) @

Change Benefits

Overview
Most Recent Pay Deductions
Yournext pay day is Aprl 30,2025 Tanes ond deductions fiom you st recent eyl
Fokkkkk Fokkkkk
Take Home Pay Tota
..... Pay s Federal Withholding (Federal ss6191
o 549806
View Most Recent Pay .
'OASDI (Federal) $375.59

State Tax (California)

Annual Total Rewards Package
“The details of your annual tota rewards pas

KAKAKK

Current Benefit Costs

Fokodokkk

Employee Cost (Monthly)

View Benefit Details

Bonus & One-Time Payments

$11,01900

$10857.00



Mid-Year Qualifying Event

5.

From the menu, select the appropriate Change Reason and the Benefit Event

Date (Example: If you gained other insurance coverage on 2/1/2026, you'll
select Gain of Coverage and enter 2/1/2026. The deadline will populate
automatically. Comments are not required). Click Submit to proceed.

Change Benefits

Change Reason *

Gain of Coverage

New Coverage Begin Date * | 02/01/2026 E
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v Instructions

Select the appropriate benefit event in the Change Reason field and enter the date the change
occurred. Some changes may not be backdated and others must be entered within 30 days of the
event.

Most qualifying life events require supporting documentation. You will be asked for the document
after submitting your event. If you do not have documentation at this time, you may proceed but you
will need to submit that documentation within 30 days. See below for a list of acceptable
documents. If you have questions about the benefit plans or acceptable documentation or do not
have documentation, please contact the Benefits Department.

Note! Before initiating a Divorce/Dissolution of Domestic Partnership, update your dependent's
i ip to Ex-Spe or Ex-Di ic Partner. Return to your Benefits application on your home
page and under the Change section, select Dependents and then edit the appropriate dependent.
*  Marriage/Domestic Partnership — Marriage Certificate or License, Domestic Partner
Affidavit
*  Birth/Adoption of Child - Birth Certificate, Hospital Records, Certificate of Live Birth,
Adoption Records
¢ Death of Child/Spouse - Death Certificate
*  Divorce/Dissolution of Domestic Partnership - Divorce Decree, Legal Separation
Documentation
¢ Employee or Dependent Gains/Loses Other Coverage — Proof of New Coverage or Loss of
Coverage

Please note if event is for loss or gain of medic dicaid you have an itic 30 days to enroll

You may also upload documentation to support your change at this step.

Documenation is required for any mid-year qualifying life event to be approved.

On the next screen, you'll see a variety of available cards for each type of
coverage you are eligible to enroll in or change.
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Once you've reviewed a specific card, Workday will let you know whether you
have reviewed (did not make changes) or updated (made new elections) to
that enrollment. Within each card, you must first select the plan you would like
to enroll in and then add any eligible dependents on the following screen.

Benefit Plan

Anthem EPO
Colorado
Pathways
Post-Tax

Anthem EPO
Colorado
Pathways Pre-
Tax

Anthem HDHP
Ram Post -
Tax

Anthem HDHP
Ram Pre-Tax

Anthem PPO

Aaaie Oranae

*Selection You Pay (Monthly)

$126.00

Select

O waive
$126.00

Select

O waive
Included

Select

O waive
Included

Select

O waive
$174.00

Select

/ Confirm and Continue > < Cancel )

Projected Total Cost Per Paycheck
$40.00

Dependents

Add a new dependent or select an existing dependent from the list below.

Coverage * Employee Only
Plan cost per paycheck  $40.00

( Add New Dependent

\ ‘// ™\
Save ( Cancel )
/ J

Company Contribution (Monthly)

$705.00

$705.00

$745.00

$745.00

$705.00
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8. Once you have finished making your changes, you will need to select Review and
Sign on the bottom of the page.

Review and Sign < Save for Later )

9. The next screen will show you an enrollment summary. It will also provide a link for you
to upload the required documentation for your event. Documentation must be
submitted within 30 days of your event date.

You must select I Accept and Submit to finalize your changes.

Once submitted, your changes and documentation will be reviewed by the Benefits
Team for approval.



