How to Change an Existing Beneficiary

p—

Log into ADP Workforce Now

Select “Myself” in the top menu, under “Benefits” select “Enrollments”
3. Select “View Benefits”

Your Benefits

Review your current benefits, your previous year's
benefits, or any changes due to a life event.

View benefits

Click the 3-dots on the far right hand side of your enrollment, select
“Update Beneficiary” to update beneficiaries or see additional details

® Employee Life

Basic Lincoln Life/AD&D - Employer Paid
Benefits Eligible

Effective: January 1, 2023 Additional details

Employee Coverage

$80,000.00

Your Cost

$0.00

Show cost details

Once the edit screen appears, make the necessary changes to the
percentage or beneficiary and click save

How To Add a New Beneficiary
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Log into ADP Workforce Now

Select "Myself” in the top menu, under “Personal Information” select
“Dependents & Beneficiaries”

Myself ~ People ~ F

Personal Information

Dependents & Beneficiaries

Select “Add Dependent or Beneficiary” to proceed


https://workforcenow.adp.com/

Dependents & Beneficiaries

You can edit or add new dependents and beneficiaries as needed.

© Add dependent or beneficiary

«Back Add Dependents and Beneficiaries
Choose a reason below to contin
© Add New Child
O Adoption
O Marriage
() Child Gains Eligibility
(O Add Beneficiary
Add New Child

Enroll your child or children in your benefits.
For example, you have recently had a baby and need to add coverage for your newborn.

After specifying when coverage should begin, you will be able to update your enrollments (if applicable).
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