EMPLOYEE BENEFIT SERVICES

:gEE ADDING OR EDITING
A BENEFICIARY

To add or edit/delete an employee's beneficiary:

1. Select Employee Home Page under the employee’s Reviews section

Herman Munster  Addanas Q

2. Click Benefits at the top of the page

DEMO Clark Company € Herman Munster Home  Profle | Benefits  Required Tasks  Resources

Hello, Herman!

It's time to enrol Enrollment
You have 5 days left to complete your elections
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3. Click Beneficiaries on the left navigation

. Beneficiaries
Summary
View Beneficiaries
=> Beneficiaries

Life Events

Valuntary Life

4. Click Edit Beneficiary and select the benefit to be updated

- Beneficiaries

View Beneficiaries

Current beneficiaries v Edit Beneficiary-

- Voluntary Life Beneficiary
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5. Use the highlighted selections to edit/remove or add a primary/contingent beneficiary

Primary Beneficiaries

Add a beneficiary 4

Edit Lily Munster F Spouse 100.00 remove W

Edit Percentages

Contingent Beneficiaries

Add a beneficiary =
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