
1. 	 From the member’s record, select Edit/Term, then select Beneficiary from the BASIC INFO drop down:

2.	 Select “Continue” in the popup window to assign the current date to the change, then select Edit on the 
next screen. Selecting View Details will expand details for existing beneficiary information.

3.	 From the Beneficiary Information Screen, you can 
change the designation or allocation on existing 
beneficiaries or add a beneficiary or trust.

3.	 Ensure that each allocation (Primary and  
Contingent) totals 100%, then click Next.  
 
 
 
 

4.	 On the following screen, click Approve. If you do 
not click Approve, your changes will not be  
processed.
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