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How to Submit a Life Event
Please Note, submitting a Life Event is a 2 step process:
1. Submit the life event in Workday with supporting documentation
2. Enroll in new benefits and then submit

You must complete both steps in order to be enrolled in benefits. 



Confidential │ ©2021 Alteryx, Inc.3

Quick Reference Guide

How to Submit a Life Event



Confidential │ ©2021 Alteryx, Inc.4

Quick Reference Guide

How to Submit a Life Event

Select a change reason that matches your life event.  
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• Once you have chosen a change reason 

you will need to enter a benefit event 

date.

• If the event is dependent losses or gains 

coverage, the benefit event date will be 

the last day of coverage with Alteryx or 

with the existing employer. 

• If the event is marriage or the 

birth/adoption of a child, the benefit 

event date is the date of marriage or 

date of birth. 
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Add supporting documents in the attachments section. This may include a 

birth certificate, marriage certificate, or a termination of benefits letter.
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Once you have filled in all of the required information you can 

click submit. 
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Once you have submitted the life event with the supporting documentation,
you must then enroll in new benefits or add/drop your dependents. 
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Click “Manage” to start the update process for each Health Care Account.
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Select or waive each plan option. 

The next slide will 

review adding a 

dependent to you
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To add Dependents, click, Add New Dependent. You will have the 

option to use the Dependent as a Beneficiary by selecting Use as 

Beneficiary. You will also be presented with instructions outlining 

documentation requirements. 

Complete the pages that follow: Click the radio buttons or check 

boxes next to items that apply; click the Calendar icon to select 

dates or enter the dates manually; required fields are indicated by a 

red asterisk. You will be required to submit documentation for each 

new dependent. You also will be prompted to provide a Social 

Security Number or Taxpayer Identification Number for each 

dependent.
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Once you have gone through all of the health care and account options, you 

can click Review and Sign.  
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On the View Summary page, read the instructions at the top of the page. Review your 

selections. If adjustments are needed, use the Cancel button to return to any page. Scroll to the 

bottom, read the Electronic Signature information and click the I Accept check box. (You will 

receive an error if you do not click the “I Accept” box.) When finished, click the Submit button. 

On the following page, click the View 2021 Benefit Statement button to print a copy of this 

information for your files. Save your statement for future reference. When finished, click the 

Done button. 
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Your selections will be reviewed by the Benefits team before being submitted to the 

claims administrators. You may be contacted to submit missing required documentation. 

Benefit elections will be effective the first of the month following your benefit change. If 

the Benefit change is marriage or birth/adoption of a child, the benefits will be effective 

on the benefit change date.


