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Preface 

Any modifications to this document, as the document exists within NEOGOV’s body of 
documentation, are the sole responsibility of the entity modifying the document. By making any 
change to this document, you agree that modifications and unchanged portions of the document 
are your sole responsibility, comply with legal and regulatory requirements, comply with the terms 
of the Service Agreement between you and NEOGOV, and you further agree to update the 
document as product changes are released reflecting the author of the changes. 
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Overview 

This document describes how eligible employees can create a life event using Unified Self Service. 
NEOGOV provides several life events such as death, divorce, and marriage. 

Create a Life Event 

1. Log on to the Unified Self Service Dashboard and click Benefits . 
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2. Select the Life Events tab and click Create Life Event. The Create Life Event dialog 
appears. 
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3. For Event Type Code, click the magnifying glass icon, select the desired event, and click 
Save. NEOGOV displays an Enrollment Period  and Status for the code. 
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4. For Event Date, click the calendar icon and select the date you create the event in 
NEOGOV. Contact your Administrator for any questions. 

 

5. If needed, enter Comments and attach supporting documents; click Save. 
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NEOGOV displays a confirmation and places your life event under Life and Work Event History . 

 

 

Once submitted, your benefits administrator will review and approve. Once approved, you can enter 
the enrollment event. See the NEOGOV New Hire Benefits Enrollment document for more 
information. 
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