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UPDATING LIFE BENEFICIARIES – INSTRUCTIONS 
If you want to add a beneficiary or make a change to an existing beneficiary, follow these instructions. You may change the 
percentage amount for any beneficiary listed at any time. Keep in mind that primary designation and secondary designation 
totals must equal 100% each. Enter the whole number only (example, 50, do not enter 50% or 50.33.) The same person cannot 
be a primary and secondary beneficiary for the same policy. You CANNOT delete or type over a name that was 
previously entered. The information is part of your history and will remain. Instead, if you have someone you 
no longer wish to have as a beneficiary, change their designation amount to zero.  
 

1. Log in to eCHRIS echris.phoenix.gov If you need assistance with password reset contact the Help Desk at 602-534-4357. 

 

2. Click the BENEFITS tile 

 
 

3. Once on the Benefits page select Benefits Summary from the upper left-hand corner of the page. This will bring up the current 
benefits (Benefit Plans) you are enrolled. 

  

4. Scroll down until you get to the benefits that you can add a beneficiary.  Those benefits are: 
• Basic Life Insurance 
• Basic AD/D 
• Optional Life Employee 
• Occupational AD/D 
• Commuter Life 
• No beneficiary name is needed for Optional Life Spouse and Optional Life Dependent Child, the employee is the 

default beneficiary. 

5. Click on the tile of the benefit you want to add/review a beneficiary. 

 

http://echris.phoenix.gov/
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6. From that screen, you will see your existing beneficiaries or you can add a new beneficiary. 
• To add a beneficiary - Click Add Beneficiary 
• To updated beneficiary designations, click Update Beneficiary Designation and skip to “Allocating Beneficiary 

Designation” section of these instructions. 

 

7. Click on Add Name 

 

8. Type in Beneficiary information and when finished, click DONE. 
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9. You will be brought back to the Update Individual Dependent/Beneficiary Information page. Make sure to complete all 

required fields for the new beneficiary and the Benefits Certificate. Once you have filled the form to add your beneficiary, 
click SAVE in the upper right-hand corner of the screen. Follow on-screen save prompts. 

 
 

 
 
Allocating Beneficiary Designation 

1. Click on the Update Beneficiary Designation button 

 
 

The Update Beneficiary Designation box will generate 
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2. Allocate what percent of Life insurance goes to each beneficiary. (The percentage must be in whole numbers). The number 
must add up to 100%. If you go over, you will receive a pop-up reminder that you must allocate 100 percent to your primaries. 

 
 

3. Update the percent to reflect 100% and save by clicking the SAVE box in the upper right-hand corner of the box. Follow on-
screen save prompts. 

 
 
 

4. You will be brought back to the life insurance page where you will see your current beneficiary(ies) 
listed. 

 
 

5. At the top right-hand side of the window, click on " ." This will take you back to the list of enrollment types. 
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Back to the Benefit Summary Page 

 

6. Repeat these steps for all policies that require beneficiaries. You will not need to re-enter personal information. The 
person(s) you just added will now be listed. 

 
 
Below, is a list of policies that include a beneficiary that you cannot update in eCHRIS: 
 

The following may require updating of your beneficiaries: 
Nationwide Beneficiary Form – 401a, 457 and PEHP (All Employees) 
https://www.phoenixdcp.com/iApp/tcm/phoenixdcp/support/index.jsp (return form to Nationwide) 602-266-2733 
 
COPERS Beneficiary Form (General City Employees) https://www.phoenix.gov/copers/forms (Designation of Beneficiary) 
(Return form to COPERS, City Hall, 10th Floor, 200 W. Washington St., Phoenix, AZ 85003) 602-534-4400 
 
PSPRS Beneficiary Form (Fire and Sworn Police Employees) 
https://www.psprs.com/forms--resources/retirees  (Beneficiary Designation) (Return form to COPERS, City Hall, 10th Floor, 200 
W. Washington St., Phoenix, AZ 85003) THEY WILL FORWARD T O PUBLIC SAFETY RETIREMENT. 602-255-5575 

 
 
 
 
 
 
 
 

https://www.phoenixdcp.com/iApp/tcm/phoenixdcp/support/index.jsp
https://www.phoenix.gov/copers/forms
http://www.psprs.com/forms--resources/retirees

