Project Ensemble

Life Insurance and AD&D - Add or Change Your Beneficiary

The guide walks you through how to add or
change a beneficiary for your Life Insurance in

the Oracle HCM
Walkthroughs:
e 1.0 Navigation Path
e 2.0 Updating Your Beneficiaries

Audience: All

Process

Step & Action
Description

Getting Started
e Navigation Path
a. Me > Benefits > Report a Life Event
Me My Client Groups Benefits Administration Sales Payables General Accounting Procurement My Enterprisi 3
1.0 Personal Details . ot
. . 4 v

Navigatir 0 B
Path ‘ Ref.:rp;ﬂ‘i:ceaté?-‘r_;jes Directory Onboarding Checklist Tasks Pay

Identification Info

. m G @

Time and Career and Personal My Learning Benefits

Family and Emergency Contacts 5
Absences Performance Information

G R, =

Page 1 of 5

Updated: 08/20/2021



Project Ensemble

On this screen, click on “Report a Life Event”

Review your benefits package and relevant info before you enroll. Click on Make Changes to proceed.

Make Changes

Pending Actions Your Benefits @ Report a Life Event @ Before You Enroll

Address your open items to complete See your current. past, and future Record a life event for enrollment Add family and others before you
enrollment enroliments opportunities enroll

@ Document Records @ Need Help? Contact Us
Upload documents to support your Contact your representative for help

enroliments

2.0
Updating
your Life
and AD&D
Benefic-
iaries

Click the radio button next to “I need to Add/Update Beneficiary details” and enter
today’s date. Then, click Continue.

Report a Life Event Cancel |
Abraham Lincoln (Abe Lincoln)

Information

To cover family and others in benefits, add them now before you enroll. You may also add individuals or organizations you will designate as beneficiaries or
emergency contacts.

Select a Life Event

I had a death of a dependent
I had a dependent gain other coverage
I had a dependent lose other coverage
1 lost other coverage

®) | need to Add/Update Beneficiary details
*When did this event occur?

dd-mmm-yyyy to

A Confirmation page will pop up, indicating that a life event has been created and
you can update your beneficiaries. Click OK.

On the Before You Enroll Page, review your “People to Cover” and “Beneficiary
Organizations.”
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e To add any additional people or organizations you want to be a beneficiary, click

Add. (If you do not have beneficiaries to add, you can skip this step)

Before You Enroll

Information
To cover family and others in benefits, add them now before you enroll. You may also add individuals or organizations you will designate as beneficiaries or
emergency contacts.

People to Cover + Add

ncoln (Betsy Lincoln-Lincoln)

Beneficiary Organizations [ A |

’ There's nothing here so far.

a. Enter the information in the required fields. Then click Submit.
i.  Note: the more information you enter about a beneficiary the better.
Please include date of birth and social security number, if available.
ii. Pay careful attention to how dates of birth are entered. They need
to be DD-MMM-YYYY.
iii.  The relationship effective date must be today’s date or earlier.

Basic Information

Contact Effective Start Date should be the date when employee acquired the contact or their date of hire whichever is later.

*Legal Last Name Middle Name

Legal First Name *Preferred First and Last Name

Prefix Preferred Pronoun
[ Select a value v ] [ select a value ~]
Suffix Previous Last Name

[ select a value v] [ |
*Relationship Gender

| Select a value v] | Select a value ~]
“What's the start date of this relationship? Date of Birth

[ dd-mmm-yyyy ts) [ dd-mmm-yyyy )

e To update a current person, click on their blue name. (If you do not have
beneficiaries to update, you can skip this step)

Click on the pencil near the item to update.

Update the appropriate information.

Click Submit.

Use the back arrow to navigate back to the Before you Enroll Page.

apow
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Once you have added or updated your individual beneficiary’s personal
information, click Continue.

Before You Enroll

Information
To cover family and others in benefits, add them now before you enroll. You may also add individuals or organizations you will designate as beneficiaries or
emergency contacts.

People to Cover + Add |

Beneficiary Organizations + Awd |

, There's nothing here so far.

On the next page, click on your College Health and Welfare Program.
Read the Authorization page, click Accept.

Scroll down to Life Insurance. Click Edit.

Life Insurance # Edit

Life and AD&D Insurance

MIDD - Basic Life Employee Age Reduction
Elect

Primary Beneficiaries
Besty Lincoln (Betsy Lincoln-Lincoln)(100%) ~

MIDD - Voluntary Life Employee Age Reduction 23598

Employee Only
Primary Beneficiaries
Besty Lincoln (Betsy Lincoln-Lincoln)(100%) v

MIDD - Basic AD&D Employee Age Reduction

Employee Only

Primary Beneficiaries
Besty Lincoln (Betsy Lincoln-Lincoln)(100%) v
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Click the pencil next to each Life Insurance or AD&D Plan to update beneficiaries
for.

Life Insurance

Elect s

Coverage Am: Age Reduced Coverage Amount
63.000.00 40,950.00

¥ employee only 2359 4

Coverage Amount Age Reduced Coverage Amount
210,000.00 136,500.00

Coverage Amount Age Reduced Coverage Amount
63,000.00 40,950.00

Primary Beneficiaries

Update the percentages you would like assigned to each Primary and/or
Contingent Beneficiary. Click OK when finished.

“‘ Cancel |

Basic Life Employee Age Reduction

Elect
Coverage Amount Age Reduced Coverage Amount
63,000.00 40,950.00
Primary Beneficiaries Contingent Beneficiaries
- Test Beneficiary (Test Beneficiary) ‘ ‘cu - Test Beneficiary (Test Beneficiary)
Besty Lincoln (Betsy Lincoln-Lincoln ‘ 100 ‘co Besty Lincoln (Betsy Lincoln-Lincoln
0% left 100% left

Please note: beneficiaries should be added, updated for all life insurances you
are enrolled in — company paid Life Insurance and AD&D insurance as well as
any Voluntary Life and/or AD&D Insurance you choose to purchase for yourself.
Once all life insurance beneficiary changes are made, click Continue.

Finally, click Submit.

You will see a Confirmation page. You have now completed updating your life
insurance beneficiaries.
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