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What is a Life Insurance Beneficiary?

3

A life insurance beneficiary is a person who receives the life insurance payout from your CHOC policy 

when you die. You may designate or change a beneficiary at any time in Workday. Beneficiary 

designations will become effective as of the date you choose as the Event Date in the request in 

Workday. The Event Date must be the current date or a future date. It cannot be a retroactive date. 



How to Add Your Beneficiary(ies) 

for Life Insurance in Workday
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Navigate to your Workday Home Page and click “View All Apps”
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Click the “Benefits and Pay” app
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Click “Benefits” and then click “Beneficiaries”
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Click “Add”



9

To add an existing dependent: Click “Existing Dependent or 
Emergency Contact ”

Then, click “OK”

Click on drop-down menu to search for an 

existing dependent.
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To create a new beneficiary: Click “Create a New Beneficiary”

Then, click “OK”
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Enter all the required fields with an asterisk (*)

Then, click “Submit”.



How to Designate or Change 

Beneficiary(ies) for your Life 

Insurance in Workday
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Navigate to your Workday Home Page and click “View All Apps”
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Click the “Benefits and Pay” app



15

Click “Change Benefits”
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Step 3: Select Change Reason: “Beneficiary Change” 

Use today’s date for 

the Benefit Event Date

Then, click “Submit”
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Click “Open”



18

Click “Let’s Get Started”



19

Click “Manage” under the insurance policy you wish to add a Beneficiary



20

Click “Confirm and Continue”



21

Click the Plus (+) icon



22

If your beneficiary is not listed under “Existing Beneficiary Persons” 

Select “Add New 

Beneficiary or Trust”



23

Click “Add New Beneficiary”



24

Enter all the required fields with an asterisk (*)

Then, click “Ok”.

Click on the “Contact Information” 

tab to enter the required information 

such as an address. 



25

Enter the percentage allocation under Percentage

Then, click “Save”.

Enter the percentage amount.



26

Repeat the same process for the other life insurance cards. 



27

Click “Review and Sign”



28

Review your beneficiary designation under View Summary. 
Then, scroll to the bottom of the page

Click the “I Accept” 

box to acknowledge.

Then, click 

“Submit”.



29

Congratulations! You have completed designating your beneficiary(ies) 



H a v e  Q u e s t i o n s  o r  N e e d  H e l p ?

S u b m i t  a  W o r k d a y -  B e n e f i t  

E l e c t i o n s  H e l p  C a s e
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