Ceridian Dayforce HCM Training Guide 

[bookmark: _GoBack]How do I… change my beneficiary?

You can access your beneficiary information by selecting the “Benefits” option on the menu panel.
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You will then select “Forms” from the options at the top of the screen.
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Next, you will select “Current Beneficiary Information” from the list of available forms.
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To add a beneficiary, click “Add”. 
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You will then be prompted to add the information below. 
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Once you have a beneficiary listed, click “Add Designation” to assign them to specific benefits.  
After you have designated your beneficiaries, click “Submit”.
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Below is the list of your current beneficiary(s). You have the ability to Add or Remove a beneficiary. Limited editing is also available.
4 Add % Remove
Beneficiary Relationship Birth Date View/Edit
Current Designation
Below are the benefit options in which you can choose to designate a beneficiary. If you want to add a new beneficiary designation, select "Add
Designation" and select the beneficiary you would like to designate a percentage. You must designate at least one Primary beneficiary. You may
designate any percentage amount greater than 0.00% to each beneficiary, as long as the total for each beneficiary type equals 100%.
Basic Accidental Death & Dismemberment (Town Provided)
Coverage Date 10/12/2015 Effective Date 77172016 Coverage Amount $20,000.00
%) Add Designation Remove Designation
Beneficiary Relationship Birth Date Type Percentage
Basic Life Insurance (Town Provided)
Coverage Date 10/12/2015 Effective Date 77172016 Coverage Amount $20,000.00
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