
Life Event 
Enrollment 
Guide



Login Page
• URL: https://thesource.plansource.com/cityoftuscaloosa
• Use your regular username and Password to login. 
• NOTE: When you login  for the 1st time, the system will ask you 

to update the password.



If you experience a Qualifying Life Event (such as marriage, birth, divorce, or loss of coverage), click the 
highlighted Change My Coverage button to begin the process of reviewing and submitting your benefit updates.



Choose the applicable Qualifying Life Event, enter the event date, and select Looks Good, Continue to proceed. Once 
validated, continue through the enrollment workflow to review and update your benefits as needed.



Step 1 & 2: 
Upload your profile avatar 
(photo). Review your personal 
information, add  contact details.

After completing  each 
section, click “Let’s 
Continue” to move to the 
next step.

Important: 
The red box acts as your progress 
tracker. Each section will show as 
complete once you finish it. You 
must complete all sections one by 
one until the block 



Important Reminder:

After updating all the information on any page, always click on 
“Let’s Continue” to move to the next step. This ensures your 
progress is saved and you can complete all sections in the red 
progress block one by one.



Enrolling Dependents and Choosing a Plan

On this page, pay attention to the highlighted section:

Who’s Covered:
Use this section to manage dependent enrollment.
• Check the box for each dependent you want to 

include.
• Uncheck the box for any dependent you do not want 

to enroll.

Choose Plan:
Select the plan that best fits your needs.
• Review all available options by scrolling up and down 

the page.
• Compare coverage details before making your 

selection.

Tip: Ensure you review every option carefully before 
proceeding to the next step.



Action Required:

After completing your benefit selections, you will be 
directed to the Beneficiaries tab. Locate the section 
highlighted in the green box and click on it to proceed.



Important Rule
The combined allocation for all 
beneficiaries must equal 100%.If the 
total is less than or greater than 100%, 
the system will display an error and you 
will not be able to proceed to the next 
step.

After reviewing each benefit, click ‘Let’s 
Continue’ to save your progress and 
move to the next step.



Review Your Selections and Costs
On this page, you will see:
• Your PPP Cost – the amount you will pay for 

your selected benefits.
• Employer Contribution – the amount your 

employer is paying on your behalf.
• A summary of all benefit plans you have 

selected.

Next Step
• Review all details carefully to ensure 

accuracy. 
• If everything looks correct, click the 

“Checkout” button to finalize your 
enrollment.

Once you click Checkout, your enrollment will 
be submitted. You may receive a confirmation 
message or email for your records.
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