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STAFF AND FACULTY: BENEFICIARY CHANGE 

Follow the steps below to update your beneficiary information in Workday. 

 

1. Open the Benefits worklet on your Workday All About Me screen and select the Beneficiaries link in 
the Change section of the pop-up window: 

 
 
 

2. Click Edit to make changes to existing beneficiaries and follow directions below:   

 
 
 

3. Click the Contact Information tab to access phone, address and email details.  Click the Legal Name or 
National IDs tabs to change other beneficiary information (you are required to enter in any 
information with an asterisk): 
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4. Make changes to beneficiary details as needed, then click the OK button to save your entries: 
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5. Click the Close button to continue: 

 
 

Note: You can also add beneficiaries.  Click Add and complete the required fields noted by an asterisk. 
 
6. Click the All About Me link at the top of the screen to close the beneficiary change screen: 

 
 


