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If you have had a qualifying life event, use this functionality to modify your benefits. 

You must submit your Life Event benefits change within 60 days of the qualifying life event. 

What are qualifying life events? 
• Qualifying marital life events include: marriage, divorce, annulment, legal separation, domestic partnership 

registration or dissolution. 
• Qualifying dependent life events include: birth, adoption, adding/removing an economically dependent child 

or change in custody. 
• Gain or Loss of alternate coverage is also a qualifying life event. 

Contact Benefits at 657-278-2425 for more information regarding qualifying life events. 
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Processing Steps Screen Shots 

Navigating to Life Event 
Changes 
Step 1: 
Launch Internet Explorer (or your 
browser preference) from your 
desktop. 

 

 

 
 

 
Step 2:  
Your home page opens.  If your 
home page is not the CSUF 
website, type www.fullerton.edu in 
the address bar and press Enter on 
your keyboard. 
 

 

 
 

 
Step 3:  
Click on the Portal Login button. 
 

 

 
 

 
Step 4: 
Enter your campus username and 
password. 
 

 

http://www.fullerton.edu/
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Step 5:  
Click on the Titan Online icon. 
 

 
 

 
Step 6: 
Click on the Titan Online icon. 
 

 

 
Step 7: 
The Titan Online page appears.  
 
Depending on your status, you may 
see various self-service options 
including Employee Self Service, 
Student Self Service, and Faculty 
Self Service. 
 
Depending on your 
PeopleSoft/CMS access, you may 
see links to PeopleSoft functionality: 
Human Resources, Finance, and 
Student Administration. 
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Step 8: 
In the Employee Self Service box 
under My Benefits Information, 
select Life Event Changes. 
 

 

 
 

 
Step 9: 

Carefully read all of the 
information on this screen before 
making a selection. 
 
This screen covers important 
information on qualifying life events. 
 

 

 
 

 
Step 10: 
Select a Life Event Type from the 
drop-down menu: 
• Add or Remove Dependents 
• Gain or Loss of Alternate 

Coverage 
• Update Marital Status 
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Step 11: 
Select the appropriate Life Event 
from the drop-down menu.  
 

Depending on which Life 
Event Type you selected in Step 6, 
you will see different Life Events 
available. 
 

 

 
 

 
Step 11a: 
For the Add or Remove 
Dependents Life Event Type, the 
following Life Events are available: 
• Add Economically Dependent 

Child 
• Add Other Dependent 
• Adoption 
• Birth 
• Delete Dependent 
 

 

 
 

 
Step 11b: 
For the Gain or Loss of Alternate 
Coverage Life Event Type, the 
following Life Events are available: 
• Gain of Alternate non-CSU 

Coverage 
• Loss of Alternate non-CSU 

Coverage 
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Step 11c: 
For the Update Marital Status Life 
Event Type, the following Life 
Events are available: 
• Annulment 
• Death of Domestic Partner 
• Death of Spouse 
• Dissolution of Domestic Partner 
• Divorce 
• Domestic Partner 
• Legal Separation 
• Marriage 
 

 

 
 

 
Step 12: 
Enter the date of the life event in 
the Event Date field. 

In the example on the right, 
the employee is entering the date 
that the marriage took place. 
 
Then click Continue. 
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Step 13: 
The Life Event Rules chart appears. 
 

Carefully review the 
information on the Life Event that 
you are entering to determine which 
benefits you are eligible to modify 
for the life event. 
 
Then click Continue. 

 
Field Definition 
Life Event The common life events available. 

Switch to Health/Dental 
FlexCash? 

Indicates whether you can switch to Health FlexCash 
or Dental FlexCash from your current health or dental 
plan. 

Switch from or Cancel 
Health/Dental FlexCash? 

Indicates whether you can switch from or cancel your 
current Health FlexCash or Dental FlexCash and enroll 
in a health or dental plan. 

Enroll in HCRA/DCRA? Indicates whether you can enroll in a new HCRA or 
DCRA plan. 

Increase HCRA/DCRA 
amount? 

Indicates whether you can increase the monthly 
contribution amount for your HCRA or DCRA plan. 

Decrease HCRA/DCRA 
amount? 

Indicates whether you can decrease the monthly 
contribution amount for your HCRA or DCRA plan. 

Cancel HCRA/DCRA? Indicates whether you can cancel your current HCRA 
or DCRA plan. 
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The Life Events page will allow you 
to make changes to your benefits. 
 

Carefully read all of the 
information on this screen before 
making any selections. 
 

Click on the information icon ( ) 
to learn more about the various 
Benefit programs, eligibility, and 
enrollment. 
 
Clicking on hyperlinks on this 
screen will also allow you to view 
more information about a particular 
topic. 
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The Life Event section shows the 
type of Life Event that you selected 
and the date of the event that you 
entered in steps 7 and 8. 
 

 

 
 

 
Step 14: 
Select your current or new marital 
status from the Marital Status drop-
down menu. 
 

Even if the Life Event that you 
are entering is not related to your 
marital status, you will be required 
to make a selection. 
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Making Changes to Current 
Health Plan 
To change your current health plan 
after a qualifying life event, follow 
steps 1-10 in the Navigating to Life 
Event Changes section on page 2. 
Then follow the steps below. 

Check the Life Events Rules 
table in step 9 of the Navigating to 
Life Event Changes section on 
page 6 to see which benefits can be 
modified for each life event type. 
 
Step 1: 
The default setting for the Health 
Plan Selection section is No 
Change. 
 
To make a change to your current 
health plan, select one of the radio 
buttons: 
• No Change: if you do not want to 

make any changes to your 
current health plan, select this 
radio button. 

• Add/Del Dependents: if you 
want to add or delete 
dependents in your current 
health plan, select this radio 
button. 

• New Enrollment: if you currently 
do not have a health plan, but 
want to enroll in one due to your 
life event, select this radio 
button. 

• Cancel Enrollment: if you 
currently have a health plan but 
want to cancel it due to your life 
event, select this radio button. 

• Decline Coverage: if you do not 
wish to enroll in a health plan, 
select this radio button. 
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Step 1a: 
If you selected Add/Del 
Dependents, follow the instructions 
in the Adding and Removing 
Dependents section on page 22 to 
add or remove a dependent from 
your health plan. 
 

 

 
 

 
Step 1b: 
If you selected New Enrollment, 
use the drop-down menu to select 
the Health Plan you wish to enroll 
in. 
 

 

 
 

 
Step 1c: 
If you selected either Cancel 
Enrollment or Decline Coverage, 
no additional steps are required. 
 

 

 
 

 
Step 2: 
After selecting all changes to 
health, dental, flex spending, and/or 
dependents, skip to the Completing 
Life Events Elections section on 
page 25 to complete the process. 
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Making Changes to Current 
Health FlexCash Plan 
To change your current health 
FlexCash plan after a qualifying life 
event, follow steps 1-10 in the 
Navigating to Life Event Changes 
section on page 2. Then follow the 
steps below. 

Check the Life Events Rules 
table in step 9 of the Navigating to 
Life Event Changes section on 
page 6 to see which benefits can be 
modified for each life event type. 
 
Step 1: 
The default setting for the Health 
Plan Selection section is No 
Change. 
 
To make a change to your health 
FlexCash plan, select one of the 
radio buttons: 
• No Change: if you do not want to 

make any changes to your 
current health FlexCash plan, 
select this radio button. You 
cannot be enrolled in a health 
plan and a health flex plan. 

• New Enrollment: if you currently 
do not have the health FlexCash 
plan but want to enroll in it due to 
your life event, select this radio 
button. 

• Cancel Enrollment: if you 
currently have a health FlexCash 
plan but want to cancel it due to 
your life event, select this radio 
button. 

• Decline Coverage: if you do not 
wish to enroll in a health flex 
plan, select this radio button. 
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Step 1a: 
If you selected New Enrollment, 
you will need to provide information 
on your alternate health insurance 
policy. 
 
Enter the following: 
• Social Security Number: this is 

the social security number of the 
person who holds the alternate 
health policy under which you 
are covered. 

• Insurance Carrier: the name of 
the alternate health insurance 
carrier. 

• Policy Number: the policy 
number of the alternate health 
insurance policy. 

 

 

 
 

 
Step 1b: 
If you selected either Cancel 
Enrollment or Decline Coverage, 
no additional steps are required. 
 

 

 
 

 
Step 2: 
After selecting all changes to 
health, dental, flex spending, and/or 
dependents, skip to the Completing 
Life Events Elections section on 
page 25 to complete the process. 
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Making Changes to Current 
Dental Plan 
To change your current dental plan 
after a qualifying life event, follow 
steps 1-10 in the Navigating to Life 
Event Changes section on page 2. 
Then follow the steps below. 

Check the Life Events Rules 
table in step 9 of the Navigating to 
Life Event Changes section on 
page 6 to see which benefits can be 
modified for each life event type. 
 
Step 1: 
The default setting for the Dental 
Plan Selection section is No 
Change. 
 
To make a change to your current 
dental plan, select one of the radio 
buttons: 
• No Change: if you do not want to 

make any changes to your 
current dental plan, select this 
radio button. 

• Add/Del Dependents: if you 
want to add or delete 
dependents in your current 
dental plan, select this radio 
button. 

• New Enrollment: if you currently 
do not have a dental plan, but 
want to enroll in one due to your 
life event, select this radio 
button. 

• Cancel Enrollment: if you 
currently have a dental plan but 
want to cancel it due to your life 
event, select this radio button. 

• Decline Coverage: if you 
currently do not have dental 
coverage from CSU Fullerton 
and do not wish to enroll in a 
dental plan, select this radio 
button. 
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Step 1a: 
If you selected Add/Del 
Dependents, follow the instructions 
in the Adding and Removing 
Dependents section on page 22 to 
add or remove a dependent from 
your dental plan. 
 

 

 
 

 
Step 1b: 
If you selected New Enrollment, 
use the drop-down menu to select 
the Dental Plan you wish to enroll 
in. 
 

 

 
 

 
Step 1b1: 
If you select DeltaCare USA-
Enhanced as your Dental Plan, you 
will need to provide the Primary 
Office ID Number. 
 
Click on the Select a Provider link 
to search for a Primary Dental 
Office ID. 
 

 

 
 

 
Step 1c: 
If you selected either Cancel 
Enrollment or Decline Coverage, 
no additional steps are required. 
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Step 2: 
After selecting all changes to 
health, dental, flex spending, and/or 
dependents, skip to the Completing 
Life Events Elections section on 
page 25 to complete the process. 
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Making Changes to Current 
Dental FlexCash Plan 
To change your current dental 
FlexCash plan after a qualifying life 
event, follow steps 1-10 in the 
Navigating to Life Event Changes 
section on page 2. Then follow the 
steps below. 

Check the Life Events Rules 
table in step 9 of the Navigating to 
Life Event Changes section on 
page 6 to see which benefits can be 
modified for each life event type. 
 
Step 1: 
The default setting for the Dental 
Plan Selection section is No 
Change. 
 
To make a change to your dental 
FlexCash plan, select one of the 
radio buttons: 
• No Change: if you do not want to 

make any changes to your 
current dental FlexCash plan, 
select this radio button. You 
cannot be enrolled in a dental 
plan and a dental flex plan. 

• New Enrollment: if you currently 
do not have the dental FlexCash 
plan but want to enroll in it due to 
your life event, select this radio 
button. 

• Cancel Enrollment: if you 
currently have a dental FlexCash 
plan but want to cancel it due to 
your life event, select this radio 
button. 

• Decline Coverage: if you do not 
wish to enroll in a dental flex 
plan, select this radio button. 
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Step 1a: 
If you selected New Enrollment, 
you will need to provide information 
on your alternate dental insurance 
policy. 
 
Enter the following: 
• Social Security Number: this is 

the social security number of the 
person who holds the alternate 
dental policy under which you 
are covered. 

• Insurance Carrier: the name of 
the alternate dental insurance 
carrier. 

• Policy Number: the policy 
number of the alternate dental 
insurance policy. 

 

 

 
 

 
Step 1b: 
If you selected either Cancel 
Enrollment or Decline Coverage, 
no additional steps are required. 
 

 

 
 

 
Step 2: 
After selecting all changes to 
health, dental, flex spending, and/or 
dependents, skip to the Completing 
Life Events Elections section on 
page 25 to complete the process. 
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Making Changes to Current 
Vision Plan 
The CSU automatically enrolls you 
(the employee) in a vision plan 
when you enroll in benefits for the 
first time. There is no option to 
change your vision benefits. 
 
If you add a new dependent, you 
can elect to add Vision Coverage 
for them. 
 
When you remove a dependent’s 
benefits, you can elect to remove 
their Vision Coverage (if 
applicable).  
 
Follow the instructions in the Adding 
and Removing Dependents section 
on page 22 to add or remove a 
dependent from your vision plan. 
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Making Changes to Current 
Flex Spending Health 
(HCRA) and/or Flex 
Spending Dependent 
(DCRA) Plan 
To change your current HCRA 
and/or DCRA plan after a qualifying 
life event, follow steps 1-10 in the 
Navigating to Life Event Changes 
section on page 2. Then follow the 
steps below. 

Check the Life Events Rules 
table in step 9 of the Navigating to 
Life Event Changes section on 
page 6 to see which benefits can be 
modified for each life event type. 
 
Step 1: 
The default setting for the Flex 
Spending Accounts section is No 
Change. 
 
To make a change to your HCRA 
and/or DCRA plan, select one of the 
radio buttons: 
• No Change: if you do not want to 

make any changes to your 
current HCRA and/or DCRA 
plan, select this radio button. 

• New Enrollment: if you currently 
do not have the HCRA and/or 
DCRA plan but want to enroll in 
one or both of them due to your 
life event, select this radio 
button. 

• Change Monthly Amount: if you 
want to change your monthly 
contribution amount for your 
current HCRA and/or DCRA plan 
due to your life event, select this 
radio button. 

• Cancel Enrollment: if you 
currently have the HCRA and/or 
DCRA plan but want to cancel it 
due to your life event, select this 
radio button. 
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Step 1a: 
If you selected New Enrollment for 
either HCRA or DCRA, you will 
need to enter the amount of your 
monthly contribution. 
 

 

 
 

 
Step 1b: 
If you selected Change Monthly 
Amount for either HCRA or DCRA, 
you will need to enter the new 
monthly contribution amount. 
 

 

 
 



QRG-ERP HR eBenefits: Life Event Changes FINAL 

Last Revised: 08/19/15 Page 22 of 30 

Processing Steps Screen Shots 
 
Step 1c: 
If you selected Cancel Enrollment 
no additional steps are required. 
 

 

 
 

 
Step 2: 
After selecting all changes to 
health, dental, flex spending, and/or 
dependents, skip to the Completing 
Life Events Elections section on 
page 25 to complete the process. 
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Adding and Removing 
Dependents 
To add or remove dependents after 
a qualifying life event, follow steps 
1-10 in the Navigating to Life Event 
Changes section on page 2. Then 
follow the steps below. 

Check the Life Events Rules 
table in step 9 of the Navigating to 
Life Event Changes section on 
page 6 to see which benefits can be 
modified for each life event type. 

Adding a New Dependent 
Step 1: 
At the bottom of the Life Events 
page, your current list of 
dependents appears. 
 
Select Add New Dependent. 
 

 

 
 

 
Step 2: 
Enter the personal information of 
the new dependent. 
 

 Fields marked with an 
asterisk (*) are required. Social 
Security Number is required for all 
dependents.  If Social Security 
number is not available for a 
newborn, please provide it as soon 
as available. 
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Step 3: 
Enter the address and phone 
number for the new dependent. 
 
If the address or phone is the same 
as yours, you can place a 
checkmark next to Same Address 
as Employee or Same Phone as 
Employee. 
 
Then click Save. 

 

 
 

 
Step 4: 
You will receive a message 
indicating the save was successful. 
Click OK. 
 

You will also receive an email 
confirmation that a change was 
made. 

 

 
 

 
Step 5: 
The new dependent’s information 
appears. Scroll down and select 
Return to Continue. 
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Step 6: 
The dependent you added appears 
at the bottom of the table of 
dependents. You may repeat steps 
1-5 to add additional dependents. 
 
Use the drop-down menus to select 
which coverage you wish to add for 
the new dependent(s). 
 

 

 
 

Removing a Dependent 
Step 1: 
At the bottom of the Life Events 
page, your current list of 
dependents appears. Locate the 
dependent you wish to remove.  
 
Use the drop-down menus to select 
Remove from the Health Coverage, 
Dental Coverage, and/or Vision 
Coverage, as applicable. 
  

 

 
 

Modifying a Dependent’s 
Coverage 
Step 1: 
At the bottom of the Life Events 
page, your current list of 
dependents appears. Locate the 
dependent(s) whose coverage you 
wish to modify. 
 
Use the drop-down menus to select 
the appropriate change for each 
dependent in the Health Coverage, 
Dental Coverage, and/or Vision 
Coverage, as applicable. 
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Completing Life Events 
Elections 
Step 1: 
Once you have made all of your 
elections on the Life Events page, 
click the Continue button at the 
bottom of the page. 

 



QRG-ERP HR eBenefits: Life Event Changes FINAL 

Last Revised: 08/19/15 Page 27 of 30 

Processing Steps Screen Shots 
 
Step 2: 
You will receive a pop-up message 
asking you to confirm that there are 
changes. 
 
Click Yes to continue. 
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Step 2: 
Review the information on this 
screen carefully before proceeding. 
 
Effective Date of Coverage: this 
section will indicate when your new 
elections will be effective. 
 
Supporting Documentation: this 
section will indicate if any additional 
documentation is needed by the 
CSUF Benefits office in order to 

finalize your elections. If you 
do not provide this documentation, 
your benefits cannot be finalized. 
 
Disclosures and Privacy: click on 
the hyperlink in this section to read 
the disclosures and privacy 
information about the benefit plan(s) 
you have selected. 
 
Once you have read the 
Disclosures and Privacy Notice, 
mark the check box to indicate you 
have read it and understand it. 
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Step 3: 
Click the Sign button to 
electronically authorize your 
elections. 

 

 
 

 
Step 4: 
Your name appears in the Sign field 
as an electronic signature. 
 
Click Submit to send your final 
choices to the CSUF Benefits 
department. 

Be sure that you have 
completed and submitted the 
eBenefits Self-Service Electronic 
Signature Authorization form (see 
page 5). 

 

 
 

 
Step 5: 
You will see a confirmation that 
your elections were successfully 
submitted to the CSUF Benefits 
office.  
 
Click OK. 
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Step 5a: 
You will also receive an email 
confirmation of your submission. 
 

 

 
 

 
Once the CSUF Benefits office has 
processed your benefits enrollment, 
you will receive an email. 
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