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Life Events are VCHRP online self-service processes where an employee can notify Benefits of their 
qualifying life event, upload their required documentation (certificates, declarations, etc.), and make 
their relevant benefits election changes at their own convenience.   

After an employee completes their part of the Life Event transaction, the Benefits Administrator will do 
the back-office processing of verifying and saving the uploaded documents and finalizing the benefits 
election changes. 

There are currently 8 different Life Events available to employees through Employee Self Service.  Each 
of the Life Events functions similarly.  They all have the same steps.  The only difference is which 
documentation is required to be uploaded during each event.  For the Marriage event, a valid marriage 
certificate is required.  For a Birth event, a birth certificate is required, etc.   

For the purpose of this instruction, we will use the Marriage event to work through the Life Event 
process.   

EMPLOYEE ROLE 

1) Begin by signing into VCHRP (type “VCHRP” in your internet browser) and landing on the Employee 
Self Service page. 

 

2) Click the ‘Benefits’ tile 
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3) Click the ‘Life Events’ link. 

 

4) Select the type of Life Event you have experienced. (In this case we will use Marriage) 

5) Enter an As Of date.  
6) Note: The As Of date must be within 31 days (retroactive) from today. 
7) Click ‘Start Life Event’. 
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8) You will be presented with a Welcome page.  
9) Click  Next > to continue. 

 

10) Note: Steps with an * are required.  You must finish all required steps to complete your event.      
The other steps are optional. 

11) You can click X Exit to leave and save your event so you can return to it later.  
12) You can click the Action List   (the 3 white dots at the upper righthand corner of your screen), then 

click Cancel to erase your event completely. 
13) You can click < Previous  if you need to go back to change something. 
14) The Document Upload page describes the required document you need to upload.  
15) Have an electronic copy of your document ready on your computer so you can upload it to VCHRP. 
16) Click Add Attachment. 
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17) Click Choose File to locate your document on your computer to download. 

 

18) Locate your file and click Open to select it for uploading. 

 

19) Click Upload to upload the file into your Life Event. 
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20) You can click View Attachment to check your document uploaded correctly. 
21) Click Save to store your document for the Benefits Administrator to review. 

 

22) You should see the message ‘Saving Page’. 
23) Note: If you need to upload multiple documents during one Life Event, after saving the first, click 

the Document Upload link on the left, then repeat steps 20 - 28 for each document to upload. 
24) Click  Next > to continue. 
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25) Before you are allowed to change your benefits, you can review them with the Benefit Summary. 
26) Click  Next > to continue. 

.  

27) You can also review your Dependent’s coverage if any. 
28) Click  Next > to continue. 
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29) Benefit Enrollment allows you to change your Benefits Elections online as appropriate for the Life 
Event you are experiencing. 

30) Click  Start my Enrollment to change your benefits elections 
31) Note: This works just like Open Enrollment. 

 

32) Click  Select  to begin the enrollment process (if there is more than one row, make sure you’re on 
the row for the benefit event that matches your life event and description). 

 

33) Follow the online enrollment event to change any of the available plans to suit your needs. 
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34) When you are done, if you made any changes, choose Save and Continue to store your changes. 
35) If you made no changes, choose I Have No Changes. 

 

36) Click  Submit to complete your enrollment. 

 

37) Click  OK because you have to. (it’s delivered that way) 
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38) You can review the changes you just made. 
39) If you find a mistake, you can go back to Benefit Enrollment and make more changes. 
40) Note: Your changes will not take effect until the Benefits Administrator approves them. 
41) Click  Next > to continue. 

 

42) Click  Complete to finish your Life Event. 
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43) You will be returned to the Life Events main page upon completion.  

 

44) A Benefits Administrator will review your uploaded documents and get back to you if they have any 
questions. Once your documents are approved, the Benefits Administrator will finalize your benefits 
election changes. To verify your changes have been finalized, you may come back to the Benefits 
Self Service page any time and click on the ‘Benefits Summary’ link.  Please note that you may need 
to change the As Of date to view enrollment data for a different day (the page is always populated 
with the plans you’re enrolled in as of today). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


