BENEFICIARY CHANGES

WORKDAY USER GUIDE FOR MAKING
BENEFICIARY CHANGES

1

You can change your beneficiaries for your benefits at any time during the year. Read on for step-by-step
instructions to complete the process for changing beneficiary information.

Access Workday and
click the Benefits icon.

Click Benefits.

Choose Beneficiary Change
from the drop down menu,
then choose the Benefit
Event Date by clicking the
Calendar.
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You will see a preview of what you
will be able to change once you
enter the Benefit Type and Date.

Click Submit.

Click Open to begin
making your changes.

The next 2 pages will show
you a quick summary
of your current enrolled
benefits that will be
affected by a beneficiary
change.
Click Continue to move
past them and navigate
to the beneficiary
designation page.
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You can either choose from
already listed persons or create
a new beneficiary listing.

To add a beneficiary,
click the Plus symbol.
Then click the Prompt
symbol, and a dropmenu will appear.

This check means a beneficiary is
required for this benefit.

You can remove a
beneficiary using the
Minus button.

If you choose the option to
Add Beneficiary, provide
beneficiary information as
instructed.

Be sure to scroll all the way
down in the window to avoid
missing important information.

Click OK to finish creating
new beneficiary listing.

You should now see your
new beneficiary listing
appear.

Primary is your main beneficiary and
contingent is your secondary beneficiary.

These fields are where you
can enter the percentage
you’d like the beneficiary
to receive.

Click Continue when finished.
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This page will show you a
benefits summary according to
your beneficiary changes.

Scroll down the page and
carefully read over the
disclosure agreements.

Click I Agree to give your
electronic signature.
Click Submit.

Once you click submit, you have completed your beneficiary change. You will be brought to another benefits
summary page where you can save or print your information.
Certain beneficiary changes require additional documentation to complete. For example, designating a
beneficiary other than your spouse (if applicable) for the BB&T Corporation 401(k) Savings Plan requires
spousal consent.

Questions? If you have any questions after reviewing this guide, you
may email Benefits@BBandT.com or call the Human Systems Service
Center at 800-716-2455, option 1.

5

