
 

Image  Description 

 

Click on Pension 
Profile widget. 

 

Click the 
Survivor(s) 
Information link 
on the left side of 
the page 

Member Access – How to Add/Change Beneficiary 



 

Scroll to the 
middle of the 
page and click the 
blue Update 
Button at the 
bottom of the 
”My Beneficiary 
Information” 
chart. 

 

 

To remove a 
beneficiary, click 
the Remove link 
under their name. 
 
To add a 
beneficiary, click 
the Blue Add a 
beneficiary 
button. 
 
To split shares 
equally, click on 
the Split 
percentages 
equally slider. 
 
Make sure the 
secondary slider is 
on so secondary 
beneficiaries can 
be added 



 

Select whether 
your new 
beneficiary is a 
person, estate or 
organization and 
click the Next 
button 

 

Enter your 
beneficiary’s 
name and 
relationship then 
click the Add 
button 



 
 

Enter percentage 
or split shares 
equally then click 
the blue Next 
button 



 

Review your 
change and click 
the confirm 
button 

 


