
Guide to Life Beneficiary Changes 
 

Log In to Self Service. 
 

Select the Benefits tile, then click on Benefits Summary. 
 

 



 
 

Click on Life, Supplemental Life and/or Personal Accident Insurance to 
review and/or change the beneficiaries for that coverage. 



The Life plan will open showing your current beneficiary information. 
 

 
 
 

Click Edit to add beneficiaries or change allocations. 



 
 

Add new beneficiaries 

 Click Add a New Beneficiary and complete the 
information.  

 Click Save – You will see a confirmation. 

 Click OK. 

 Click Browser BACK arrow to return to Change Current 
Beneficiaries and Allocations.  

 Repeat this process to add additional beneficiaries. 



 
 

To Change Allocations: 
 

Enter new primary and/or secondary allocations by entering a percent. 
Allocations must total 100. 

 
 

When you have completed your changes:  

 Click Save – You will see a confirmation. 

 Click OK. 

 Click Browser BACK arrow to return to Life Insurance Main. 

  Click Browser BACK arrow to return to Employee Benefits 
Summary. 

 
 

Repeat the process for each enrolled life benefit. 

 To return to Self Service, click the HOME button   
 


