Beneficiary Changes in Workday
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.After logging into Workday, click the Menu icon at the top left corner and select the Benefits and Pay app.
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2.The Benefits and Pay app allows you to view all of your Pay details, Deductions, Current Benefit Costs, Total Rewards, and Compensation information.

At the top of the screen, select Change Benefits.
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3.Select the change reason, Change Beneficiary. You will then be prompted to enter the effective date of the beneficiary change.

After entering those details, select Submit.
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4.Click on either the Open option in the window that pops up or navigate to your Inbox in the top right corner of your screen, select the Change Beneficiary event you submitted and
click Let’s Get Started.
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5.To change or edit the beneficiaries for your coverage, click on Manage for each coverage type you wish to change.
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6. Your benefit plan will show up but is not editable. Click Confirm and Continue.
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7.1f you're adding a new beneficiary in Workday for the first time, click on + icon in the Primary Beneficiaries area. If you're editing existing beneficiaries, skip to step 8.

You will then need to click in the empty box that generated and select Add New Beneficiary or Trust. Select which you'd prefer to add and then you'll be prompted to enter the

details for your beneficiary or trust.

Once entered, the percentage for all beneficiaries together must total 100%. Percentages can only be entered in whole numbers. You can also add secondary beneficiaries, if

desired.
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8.1f the beneficiaries already exist in Workday and you need to remove or change their allocation percentage, deselect the dependent in the list or alter the percentage accordingly

Once completed, click Save.
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9.Click Review and Sign.
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10.The summary page will display the beneficiaries for the applicable plans. Please review this to ensure it is correct. At the bottom of the page is the Electronic Signature for you to

review and click I Accept. Once you've clicked, | Accept, press submit
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