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Add a Beneficiary

1 Click "View All Apps" on Workday home screen if the Benefits and Pay App is not
visible



2

2 Click "Add Apps"

3 Click the "Find Apps" field and search for Benefits
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4 Click on the plus icon next to Benefits and Pay

5 Click "View All Apps" again
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6 Click on "Benefits and Pay"

7 Click on "Change Benefits"
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8 Select Add/Update Beneficiary from the Change Reason drop-down

9 Click on the calendar icon
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10 Choose today's date

11 Click "Submit"



7

12 Click "Enroll"

13 Click "Let's Get Started"
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14 Click "Manage" under Basic Life

15 Click "Confirm and Continue"
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16 Click the plus icon under Primary Beneficiaries

17 Click the "Search" field.
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18 Click "Add New Beneficiary or Trust"

19 Click "Continue"
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20 Click the "Relationship" field.

21 Select for example "Friend"
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22 Enter "First Name"

23 Enter "Last Name"
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24 Click "Contact Information"

25 Click "Add" under Address
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26 Enter full address

27 Click the "Type" field.
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28 Click "Home"

29 Keep defaults if appropriate
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30 Click "OK"

31 Click here.
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32 Type "100"

33 Click "Save"
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34 Click "Review and Sign"

35 Check off next to "I Accept"
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36 Click "Submit"

37 Click "View Benefits Statement"
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38 Click "Print"

39 Click "Download"




