
Qualifying Life Events  
Online Enrollment Guide 

You need to change a Reimbursement Account due to a QLE not in this list of selections 

My child care expenses have increased by $50 (or more) per month. Where do I go to increase my 

contribution to my dependent care reimbursement account? 

 

Go to the Duke@Work employee self-service portal found at work.duke.edu and log in with your NetID 

and password. Make sure pop-ups are enabled. 

How do I request changes to my current benefits coverage? 

Click on the “MyInfo” tab, then the My Benefits link. 



 

Next, click on the “Qualifying Life Event Enrollment” link. The Qualifying Life Event Enrollment Form will 

launch in a new window.  

 

 

Click on the drop-down menu to choose the appropriate Qualifying Life Event description; in this case, it 

is “You need to change a Reimbursement Account due to a QLE not in this list of selections”. You’ll also 

need to indicate the date of your qualifying life event – in this case, the date of the increase in your child 

care costs. If you select this Qualifying Life Event description, the system will require you to provide the 

reason you are requesting this change. This is a free text field, so just explain your reason for requesting 

this change. The HR Information Center team will contact you if we have questions or need additional 

information. 



 

 Chad’s child care expenses have increased by $50 per month, which makes him eligible to increase the 

amount he contributes to the dependent care reimbursement account. To make the change, Chad clicks 

the “Enroll” box on the Dependent Daycare Reimbursement line in the table. He then types the annual 

amount he wants to contribute. Chad has decided to contribute the maximum amount for the year. 

Next, Chad needs to upload a document proving the increase in his child care expenses. In this case, 

statements or invoices from the child care facility that show the increase in cost are required. First, Chad 

scans the documents, then saves the file on his computer. 

He clicks the browse button to find the file he just saved. 

 

 

 

 

 

 



 

He clicks the “Upload” button. His document will now appear in the “Attached Documents” table. 

 

If you selected the wrong file by mistake, you can remove the file by clicking the box beside the 

document name in the table, then clicking the “Remove Selected Files” button. 

 

This file is the file the employee intended to attach. 

 

The employee will first click the link to review the terms and conditions, and will then check the box 

indicating she has read, understands, and agrees to them. The date is entered automatically. 

If you would like to include additional comments or clarifications, use the “Comments” section by 

clicking the box on the far right. 

 



 

Once you click the box, that section will expand and you can type in the box. 

 

Please use the “Check” button to find any errors. When you see the following message at the top of the 

screen, you can proceed. 

 

Finally, click the “Submit” button. You will then see this screen: 

 

Your request has been forwarded to the HR Information Center team. It will be reviewed to make sure 

you have requested changes within 30 days of the event, and that the changes you requested are 

permitted by plan rules, and consistent with the event. 

For assistance while completing this online form, or to check on the status of a request you submitted, 

please contact the HR Information Center at 919-684-5600. 


