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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. 

 

 

2. Select Benefits and then click on Welcome 

 

3. Select “here” 
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4. Select Manage under the Manage Information window 

 

5. Select Beneficiaries 

 

 

Adding a Beneficiary 

6. Select Add New Beneficiary 
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7. Select Person or Organization or Trust and press Next 

 

8. Enter as much identifying information as possible and press Save 
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9. Select Yes, Assign Allocations 

 

10. Select the allocations for each benefit and select Next 
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11. When all allocations have been made, press Save 

 

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

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

 

14. Select Reassign Allocations 
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15. Update the allocation for the remaining beneficiaries and press Next 
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16. Select Delete once all allocations are updated 

 

17. Select Yes, Delete 

 

18. The beneficiary has been deleted! 
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