
How to make a change for a “Life Event” 
 
Log into Plan Source and select “Update My Benefits” 
 

 
 
On the next screen select the life event, enter the date of the life event, and click 
continue. Please note, life events over 30 days cannot be processed. 
 

 
 
Go through each step making the needed changes. Make sure to follow any specific 
directions on the page or error messages. You will be prompted to download any 
required forms. 
 
Forms can be turned in to the Benefits Office in room 112 of the District Office, 
uploaded to Plan Source, or emailed to benefits@pusd.us. Please note, the 
confirmation page may show changes pending until documents are received and 
processed. 
 
Make sure to check the page for documents needed for changes to make sure 
you submit the correct documents for changes. 
 


