Changing Beneficiaries



* In Workday locate the Menu Icon

* Select Benefit & Pay
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* From Tasks and Reports select Change
Benefits icon



* Select Beneficiary Change as the
Change Reason

e Add Date and Submit

Once submitted, Workday will create a
task for you to complete.

Change Benefits

Meghan E Black -+

Change Reason * o Beneficiary Change -

() Birth/Adoption of a Child
':::' Dependent Gains/Loses Coverage
() HSA Change

() Marital Status - Marriage

Benefit Event Date ® | §5/28/2025 E }-

Submit Elections By  06/26/2025

Benefits Offered Basic AD&D
Basic Life
Voluntary AD&D
Voluntary Life

Attachments

4

m (SaveforLater) ( Cancel )




Workday Task

Option 1 — Benefit & Pay Section

Option 2 — Workday Inbox

Tasks and Reports

( Withholding Elections > ( Payment Elections ) ( Change Benefits >

Needs Attention

NOT STARTED

Benefit Event: Beneficiary Change
Submit elections by June 26, 2025.

(evet)

All ltems

Q Search: All Items

‘I'Ellel' Advanced Search

Benefit Change - Beneficiary Change
: Meghan E Black on 05/28/2025

Effective: 05/28/2025

19 items

05/28/2025 ¥

»

ﬁ ct§= I.-I Created: 05/28/2025 | Effective: 05/28/2025

Change Benefit Elections

Initiated On 05/28/2025

Submit Elections By  06/26/2025
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Plans Available

1 item

Benefit Plan *Selection
Lincoln
(Employee) ect
Insurance
‘.
1.Select the plan(s) to g’ Basic Life
— Lincoln (Employee)
update by select Manage
Under the plan(S) Cost per paycheck Included
2.Then Confirm and Coverage 2 X Salary
Continue

Z“( Confirm and Continue ) ( Cancel )




* Here you can update beneficiaries, by using the drop-down menu
* Existing Persons or Trusts

*Primary Beneficiaries 1 item = m |_-I
Beneficiary Percentage
ik
Big Bird 100
v
q [
Secondary Beneficiaries 2 items = 0.
Beneficiary Percentage
ik
Iron Man 20
‘ : ‘ Elmo = | ‘ 20
q [




* If you do not have Existing Beneficiary or Trust you can add from the
same screen, by selecting “Add New Beneficiary or Trust” and follow

the prompts.

 Fill in Contact Information phone number and address

Existing Beneficiary Persons

Existing Trusts

Add New Beneficiary or Trust -

Search

Relations|

hip

Use as Beneficiary

Date of Birth

Age

* ‘
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Insurance and Retirement

- Basic Life
— Lincoln (Employee)

Cost per paycheck

Coverage

View Details <:|

Included

2 X Salary

- Basic AD&D
— Lincoln (Employee)
Cost per paycheck Included

Coverage 2 X Salary

View Details

Once you have updated all
plans, select Review and Sign
at bottom of screen

Review the summary of the
changes you made, read
notice, select check box and
“Submit”

You can view your changes
on the Benefits page by
selecting on the View Details
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