
ESS – Updating a Beneficiary

1. Select Me to display your 
employee functions.

2. Click the Benefits icon.

Note: To update a beneficiary, you 
will need to initiate a life event.
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3. Click the Report a Life Event tile.
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4. Select Update Beneficiary and 
enter the occurrence date.

5. Click the Continue button.

Note: A notification appears 
indicating the Update Beneficiary life 
event was created.

6. Click OK.
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Note: You can edit or add 
beneficiaries.

7. To edit an existing person, click 
their name. 

8. To add, click the Add button.
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12. To add a person, enter the 
person’s information.

Note: Required fields are indicated 
with a blue asterisk.

13. Be sure to enter details for all 
sections on the page.

14. When finished, click Submit.

9. To edit a person, click the Pencil
icon for the desired section.

10. Update all relevant fields.

11. When finished, click Submit.

Note: When establishing a new 
relationship, enter the date the 
relationship began. The Relationship 
date cannot be a future date.
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15. If applicable, click Add again to 
enter additional people to cover 
or edit other people.

16. When finished, click Continue.
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17. Read the Authorization statement
and click Accept to continue.
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18. Select the Edit button for the plan 
in which the beneficiary will be 
updated.

Note: In this example, Connect is 
displaying a message that a 
beneficiary has not yet been entered 
for life insurance.
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19. Click the Pencil icon for the plan 
option in which the beneficiaries 
will be updated.



ESS – Updating a Beneficiary

20. Enter the Percentage amounts for 
each primary and contingent 
beneficiary.

Note: The total percentage amount 
for all primary beneficiaries must 
equal 100. 

Note: The total percentage amount 
for all contingent beneficiaries must 
equal 100 if a contingent beneficiary is 
entered.

Note: Connect will display the 
remaining percentage amount for the 
primary and contingent beneficiaries.

21. When finished, click the OK
button. 
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Note: The primary and contingent 
beneficiary designations are 
displayed under the applicable plan. 

22. When finished, click the Continue
button. 
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23. Review and update beneficiaries 
for any other plan if applicable. 
When finished, click the Submit
button. 

End of Procedure

Note: A confirmation message will 
appear if your beneficiary updates 
were saved successfully.


