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Workday - Change Beneficiaries

1 Click "MENU"
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2 Click "Benefits and Pay"

3 Click "Change Benefits"
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4 Click "Change Beneficiaries"

5 Click calendar and choose date, then click submit once done
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6 Click "Open" to change beneficiaries

7 Click "Let's Get Started"
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8 Update Tobacco if needed then click continue
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9 Click "Continue"
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10 Click "Manage" on the Insurance Plan you wish to update
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11 Click "Confirm and Continue" to access your beneficiaries
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12 Click the Plus icon to add a new beneficiary

13 Click into the White Space and then choose "Add New Beneficiary or Trust"
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14 Choose if you are adding a Beneficiary or Trust, then Click "Continue"

15 Fill in the required info.

Relationship, First Name, Last Name, and Contact Information are required fields.
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16 Click "Contact Information"

17 Click "Add" under Address
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18 Fill in the address information.

19 Click "Add" under Phone
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20 Fill in the Phone Information

21 Click "OK" once all data is entered and confirmed.
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22 Update the percentages. The total must add up to 100%

23 Once Complete, click Save.
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24 If needed, update the other Insurance Plans

25 Click "Review and Sign" once all changes have been made.
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26 Confirm the changes on the "View Summary" Page/

27 Click here.
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28 Click "Submit"


