UPDATING BENEFICIARIES
IN MYADP

1. Login to ADP

Note: If you are having trouble logging in to ADP, please try using a different browser such as
Chrome or Edge.

Welcome to ADP

USER ID = Administrator Sign In

Remember User ID @

PASSWORD

Forgot your ID/Password?

First Time User? REGISTER NOW

2. Select Benefits and then click on Welcome

Home - | Time & Aftendance - | Pay & Taxes - | Personal Information - | Benefits
Welcome
What's New

3. Select “here”

.= .=
PIMA COUNTY
Home - | Time & Attendance - | Pay & Taxes - | Personal |

Welcome

Welcome to your BEenefitz, where you can:

= Access your Benefits information
= View your Benefits Summary
= Medify your Dependent information

Click here to access your Benefits Infermation.
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4. Select Manage under the Manage Information window

Manage Information

Edit or add dependents or beneficiaries.
Manage your personal & Medicare info.

MAMNAGE

5. Select Beneficiaries

— Personal, Medicare, Dependents, Beneficiaries

rlele or change your dependent coverage. If it is open enrollment, you can make the same changes wﬂl‘l

| z |
— —

Adding a Beneficiary

6. Select Add New Beneficiary
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+

ADD NEW BENEFICIARY [ ]

%3 BASIC EMPLOYEE
LIFE & AD&D
INSURANCE

SUPPLEMENTAL LIFE
INSURANCE

<)

PRIMARY @ SECONDARY

VIEW/EDIT

7. Select Person or Organization or Trust and press Next

Add New

Person

Organization or Trust

¥ BASIC EMPLOYEE
LIFE & AD&D
X CANCEL INSURANCE

SUPPLEMENTAL LIFE
INSURANCE

<)

PRIMARY @ SECONDARY

8. Enter as much identifying information as possible and press Save
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Name  FIRST NAME*
Jimmy
MIDDLE NAME
LAST NAME *
Tester
Address COUNTRY
Select v
STREET 1
STREET 2
ary STATE/PROVINCE
ZIP/POSTAL CODE
Phone
Email
Relationship * Select v
Date Of Birth = MM/DD/YYYY M
Sacial Security# F>Hide

9. Select Yes, Assign Allocations

o Jimmy Tester was added successfully

Would you like to assign allocations to this beneficiary now?

YES, ASSIGN ALLOCATIONS ¥ NO, NOT NOW

10. Select the allocations for each benefit and select Next
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Assign Allocations to Jimmy Tester

o o) (o)

VOLUNTARY BASKC EMPLOYEE LIFE & ADAD INSURANCE SUPPLEMENTAL LIFE INSUIRANCE
AD&ED
INSURANCE

Valuntary ADED Insurance

Phearse assign allocations 10 the newly added benefickary

BENEFICIARMES PRIMARY AFCONDARY
JR— | | | 0% |
Sy Tesker
P = | ol
TOTAL 1 0%

HEXT 3

11. When all allocations have been made, press Save

Assign Allocations to Jimmy Tester

& © O

WOLLINTARY ADSD INSURANCE BASIC EMPLOYEE LIFE & ADED IMSURANCE SUPPLEMENTAL
uFE
INSURANCE

Supplemental Life Insurance
Ploase assign Allocations to the newly added benaliciary

BENERCIARIES

PRIMAR SECONDARY

ToTaL 100%

12. To continue adding beneficiaries, select Manage Dependents and Beneficiaries

Beneficiaries Updated Successfully

MAMNAGE DEPENDENTS & BENEFICIARIES ¥ CANCEL
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Deleting a Beneficiary

13. Select the minus sign next to the beneficiary you are removing

| Dependents

Beneficiaries

0 You can add new beneficiaries, or edit information and allocations for existing beneficiaries here.

O

ADD NEW BEMEFICIARY

@ o
SENTEEEE
Child

ALLOCATED TO:

VOLUNTARY AD&D 50
INSURANCE

: BASIC EMPLOYEE 100

LIFE & AD&D
INSURANCE

SUPPLEMENTAL LIFE 100%
INSURANCE

@ PRIMARY @ SECONDARY

VIEW/EDIT

Jimmy Tester
Brother

ALLOCATED TC:

¢ VOLUNTARY AD&D
INSURANCE

&) BASIC EMPLOYEE
LIFE & AD&D
INSURANCE

¥ SUPPLEMENTAL LIFE
INSURANCE

@ PRIMARY @ SECONDARY

VIEW/EDIT

100%

14. Select Reassign Allocations
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Beneficiaries

lﬁ You can add new beneficiaries, or edit information and allocations for existing beneficiaries here.

e

Allocate benefit percentages

ADD NEW BENEFICIARY A of Jimmy to different
d beneficiaries before
deleting?

ALLOCATED TO:

¢ VOLUNTARY AD&D &0y ¥ REASSIGN ALLOCATIONS

INSURANCE

&3 BASIC EMPLOYEE 100 ® CANCEL
LIFE & AD&D
INSURANCE

¥ SUPPLEMENTAL LIFE 100%
INSURANCE

® PRIMARY @ SECONDARY

VIEW/EDIT

15. Update the allocation for the remaining beneficiaries and press Next

Delete Jimmy Tester

o

VOLUNTARY AD&D INSURANCE BASIC SUPPLEMENTAL LIFE INSURANCE
EMPLOYEE
LIFE & AD&D
INSURANCE

Reassign Beneficiaries for Basic Employee Life & AD&D Insurance

You are deleting Jimmy Tester from your list of beneficiaries, so we already dropped those allocations for your convenience. Please reassign those
allocations to another beneficiary.

BENEFICIARIES SECONDARY
JR = Chia | | | 0% |
TOTAL 0%
© ADD PERSON © ADD ORGANIZATION OR
TRUST
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16. Select Delete once all allocations are updated

Delete Jimmy Tester

[ © O

BASIC EMPLOYEE LIFE & AD&D INSURANCE SUPPLEMENTAL
LIFE
INSURANCE

VOLUNTARY AD&D INSURANCE

Reassign Beneficiaries for Supplemental Life Insurance
You are deleting Jimmy Tester from your list of beneficiaries, so we already dropped those allocations for your convenience. Please reassign tho:

allocations to another beneficiary.

BENEFICIARIES PRIMARY SECONDARY
JR g 100 0%
106% %
TOTAL 100% 0%
© ADD PERSON @ ADD ORGANIZATION OR
TRUST

£ BACK i DELETE

17. Select Yes, Delete

Are you sure you wish to delete Jimmy Tester

permanently?

YES, DELETE x CANCEL

18. The beneficiary has been deleted!
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Manage Your Info — Personal, Medicare, Dependents, Beneficiaries

Dependents Beneficiaries

ﬁ You can add new beneficiaries, or edit information and allocations for existing beneficiaries here.

ADD NEW BENEFICIARY - ]

Child

ALLOCATED TO:

¥ VOLUNTARY ADZD
INSURANCE

%3 BASIC EMPLOYEE
LIFE & AD&D
INSURANCE

¥ SUPPLEMENTAL LIFE
INSURANCE

@ PRIMARY @ SECONDARY

VIEW/EDIT




