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Enrolling in Benefits for Graduate 

Assistants and Interns:  
Divorce/Legal Separation Life Event 
 

Overview This job aid will assist you with removing your ex-spouse and any stepchildren from your health coverages as 

a result of a recent divorce or legal separation. You have 31 days following the qualifying event to remove 

ineligible dependents in eBenefits. The health coverage changes will be effective on the first of the month 

following your divorce or legal separation.  Future dated life events are not allowed. 

Before You Begin Proof Documentation: For a Divorce/Legal Separation event, you must provide proof.  CORE-CT self-service 

provides you with the opportunity to upload the proof documentation, or to indicate how the proof 

documentation will be provided, such as fax, mail, email or in person. For a divorce or legal separation event, 

you will be required to provide one of the following: 

1. Screen print from the State of Connecticut Judicial website  that reflects the date of your divorce or 
legal separation. If your divorce or legal separation was filed in a different state, you can include a 
screen print from that state’s judicial website. 

2. Divorce Decree 

 

Please note the following:  

 

This module contains information that does not apply to Graduate Assistants and Interns.  Please disregard 

information about: 

 Health Enhancement Program (HEP) 

 Family Less Employed Spouse (FLES) 

 Life Insurance and Life Insurance Beneficiaries 
 

 

  

http://civilinquiry.jud.ct.gov/Default.aspx
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Process Steps 

Step Action Screenshot 

1 Navigation: Main Menu > Core-CT HRMS > Self Service > Benefits > Life Events 

2 

On the Life Events page, elect the Divorce/Legal 
Separation (Drop Spouse/Children) option. It will 
take you to the Change Status Date page. 

 

3 

On the Change Status Date page, enter the Event 

Date of your divorce or legal separation. 

 

Note: You are required to remove your ex-spouse 

and any stepchildren from your health coverages 

within 31 days following your divorce or legal 

separation. If your divorce or legal separation 

occurred more than 31 days ago, contact your 

Agency Benefits Specialist for assistance. 

 

Reminder: Future dated life events are not 

allowed. 

 

 

Once the date is entered, click OK to continue. 
 

4 

You will be brought to the Divorce/Legal 

Separation life event portal. On the left side, you 

can see the different steps you will be guided 

through to remove your ex-spouse and any 

stepchildren from your health coverages. 

 

Click on the Next button in the upper right corner 

to move to the Life Events – Document Upload 

page. 

 

6 

For a divorce or legal separation event, the 

following are considered proof documentation: 

 Screen print from the State of Connecticut 
Judicial website, reflecting the date of 
your divorce or legal separation. If your 
divorce or legal separation was filed in a 
different state, you can include a screen  

http://civilinquiry.jud.ct.gov/Default.aspx
http://civilinquiry.jud.ct.gov/Default.aspx
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Step Action Screenshot 

print from that state’s judicial website. 

 Divorce Decree 

 

If you are not providing your proof documentation 

in self-service, click Add Note and indicate how 

you will be providing the proof documentation to 

your Agency Benefits Specialist, such as by fax, 

mail, email or in person. 

 

If you are uploading your proof documentation in 

self-service, click on Add Attachment. 

 

On the Document Definition – New Attachment 

page, type the name of the document you will be 

uploading, such as Divorce Decree. Then click Add 

Attachment.  A File Attachment pop-up box will 

appear.  Click on Browse to locate the document 

you will be uploading. Once the document location 

appears in the box to the left of Browse, click on 

Upload.  The name of your document will now 

appear to the right of Attachment under the 

Subject.  Click on Save to save your attachment. 

 

If you have added a document in error and wish to 

delete it, check the Select box on the row of the 

document you wish to delete and the Delete 

button will be available to click. 

 

Once your proof documentation is uploaded or 

your note is added, click on the Next button in the 

upper right corner to move to the Benefit 

Summary step. 
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The Benefit Summary page reflects your current 

coverages as of today’s date. Click on each Type of 

Benefit to view additional information.  

 

To see your summary for a different date, update 

the date and click Go.  

 

When you are done reviewing the Benefits 

Summary, click on the Next button in the upper 

right corner to move to Add/Review 

Dependent/Beneficiary page. 
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Step Action Screenshot 

8 

The people listed as Dependents on the 

Add/Review Dependent/Beneficiary page are 

currently eligible for health coverage.  

 

Note: The Agency Benefits Specialist will 

automatically update your record to reflect the 

relationship of ex-spouse. 

 

It’s important to verify and update, if necessary, 

the addresses of your ex-spouse and any 

stepchildren, since COBRA notices are sent to the 

address on file.  Click on the names of your 

dependents to view and update the addresses on 

file. 

 

Move to the Benefit Enrollment step. 

 

9 

Click Start My Enrollment to begin. 

 

10 

The Select button next to an event means that the 

event is currently open for enrollment.  Click on 

Select on the Family Status Change row. 

 

Note: After you click Select, it will take a few 

seconds for Family Status Change page to load. 

 



Core CT Job Aid: Enrolling in Benefits for Graduates: 

Divorce Life Event 

 

 

5 

Step Action Screenshot 

11 

The Family Status Change page is where you will 

remove your ex-spouse and any stepchildren from 

your current health coverages by clicking on the 

Edit button next to each of the following: 

 Medical 

 Dental 
 

Your Current coverages are reflected.  The New 

coverages will reflect your Current coverages 

unless you click Edit and make changes. 

 

Click Edit next to Medical. 

 

12 

The Benefits Enrollment – Medical page reflects 

your current coverage and your costs for each 

Coverage Level. 

 

Your Coverage Level is based on the number of 

dependents that are enrolled.   

 

Scroll to the bottom of the page. 

 

13 

At the bottom of the page, you will see the names 

of your ex-spouse and any stepchildren.  A check in 

the Enroll checkbox indicates those who are 

currently enrolled in your Medical election.  

 

Your ex-spouse and any stepchildren are no longer 

eligible for coverage. Remove the checkmark next 

to each name to remove your ex-spouse and any 

stepchildren from coverage. Then, click Update 

and Continue.  

 

Scroll to the bottom of the page. 
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Step Action Screenshot 

14 

On the Benefits Enrollment page, click Edit next to 

Dental. 

 

Scroll to the bottom of the page. 

 

15 

Uncheck the Enroll checkbox for your ex-spouse 

and any stepchildren. Then, click Update and 

Continue. You will be brought back to the Benefits 

Enrollment page. 

 

 

16 

On the bottom of the page, the Election Summary 

table summarizes the costs for your new health 

coverages. 

 

Click Save and Continue to submit your health 

coverage changes to your Agency Benefits 

Specialist. 
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Step Action Screenshot 

17 

You have almost completed your enrollment. 

 

If you have no further changes, read the Authorize 

Elections section and click Submit.  

 

 

 

 

18 

Click OK on the Submit Confirmation page to 

complete the divorce/legal separation event. 

 

Your coverage changes will be sent to your Agency 

Benefits Specialist. Once your enrollment is 

processed and approved by your Agency Benefits 

Specialist, you will be sent a Confirmation 

Statement.   
 

 


