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Work Instruction: Managing Qualifying Events in ADP 

1. Audience 
Employees who have experienced a qualifying event and want to change benefit 
coverages. 
 

2. Objective:  
Dependent change entry when a qualifying event occurs. 
 

3. Revision and Approval 

 
4. Scope 

This instruction is used in benefits administration. 
 

5. Prerequisites 

• Active Employee ADP Account 
 

6. Records 
Employee benefits records (electronic)  
 

7. Associated Documents 
Current year Benefits Summary 
 

8. Evaluative Factors 
None 
 

9. Responsibility 
HR is responsible for maintaining employee records in ADP  
 

10.  Instructions 
 
 
 
 

 
 

 

 

Rev. Date Nature of Changes Approved By 

N 03/18/2022 Original issue. Glawe 

001 01/02/2023 Converted to ADP Glawe 

002 02/29/2024 Updated New HR Department # Glawe 



The Caldwell Group, Inc. 
Work Instruction: Managing Qualifying Events in ADP 

Document #: WI-95-151; Rev. 002 
UNCONTROLLED IF PRINTED 

 

Page 2 of 6 
File Path: K:\95-HR\1.0-ReleasedDocuments\SourceDocuments\WI-95-151-ManagingQualifyingEventsInADP-REV-002.docx 

1. Log in to the Workforce Now Employee Self-Service* website. 

https://workforcenow.adp.com   

 

Note: Employees can trigger a life event; however, a life event profile 

must exist, and the life event effective date MUST fall into the profile’s 

enrollment window or the event will not be triggered.    

 

 

 

 

 

 

 

 

 

2. Enter your User ID and password, and then click Sign In.    

Note: If this is your first time logging in, click Sign Up. If you are 

unsure of the registration  code, please contact your HR team.   

 

3. In the Mega Menu, navigate to Myself > Benefits > Enrollments.    
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4. After clicking on Enrollments, you will be taken to your enrollments page. You 

can navigate to the Report a Life Change tile, then “Report A Change”.    

                 

 

 

This slider window is displayed so you can enter a life event.  Workforce Now 

understands which life events to display based on the employee’s record and 

dependent dynamics (For example: If there is no spouse in the system Marriage 

will display. If there is a spouse in the system, then Divorce/Legal Separation will 

appear).    

 

5. To start, click Add New Child or any applicable Life Event that fits your 

situation.  You can choose any option available for life events that are 

applicable to you and how your company has life events configured.  

Let’s start with Add New Child:   
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6. After inputting the required fields, you will be able to update your 

enrollments (if applicable).    

                                            

 

7. Next, confirm the information below is correct, then click Continue to 

Enrollments.   
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8. ADP will then continue to your enrollments. You will be presented with a pop-up 

showing an informational message about your Life Event.  

           

 

9. When you choose to enroll in a plan, you may then include your newly 

added dependents. You will have the opportunity to choose “Covered 

Individuals” to include the newly added dependent.    

 

 

 

 

 

 

 

 

 

*Please note: The coverage level for your enrollment (Employee Only, Employee 

+ Spouse,   

Employee + Child(ren), Employee + Family) is driven by which dependents you 

select to enroll.   
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10. Review your enrollment, costs, and covered individuals carefully.  

After making your elections and selecting Next, you will be taken to the 

Review and Submit step to review all your elections before submitting 

for approval (if applicable).   


