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. Login to eCHRIS echris.phoenix.gov If you need assistance with password reset contact the Help Desk at 602-534-4357.
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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:
e  Basic Life Insurance
e Basic AD/D
e Optional Life Employee
e Occupational AD/D
e 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.
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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.

Basic Life Insurance

7. Click on Add Name

Update Individual Dep iary Information
(T S ——
Select Save afler you have added your DependentiBeneficiary's information. The ehanges will go into effect on
2024,
Personal information
Date of Bifth | MDDV =)
“Gender -
“Ma  |Asof | MMDD
*Student | Mo ¥ Asof W
Disabied Mo Anof [ MM
“Employed by the City | No ¥
Address
Address Address Type Same Address as mine
usa
1234 Disney Lane Home Same as mine >
|;pagine This, AZ 85000
Mational ID
Ha National 1D exists
dd National ID -

8. Type in Beneficiary information and when finished, click DONE.

Name Done

Name Format | English v
Name Prefix v
“First Name
Middle Name
*Last Name
Name Suffix v

Display Name

Formal Name

Name
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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.

Update Individual Dependent/Beneficiary Information

Select Save aftr you have added
8722024

Arel Rose. >

Personal Information
Date of Birth 0910122016
“Gender | Female v

“Relationship to o
Employee | CHid

Dependent Yes
Beneficiary Yes

“Marital Status | Single v |asof |mmoory

*Student | Yes v Asof MWD

Disabled Mo

*Employed by the City | No v

Benefits Certificate x
Dependent Child Qualifications

ANSWER THE FOLLOWING QUESTIONS:

This is my son, daughter, adopted chid, stepchild

Answer
Oves

No

“This dependent s under the age of 26

Answer
Oves

No

YOUR RESPONSIBILITIES: | provicing

‘penalties under Federal healt care reform legisiation. When requested. |

Benets Offce. prov

coverage | ity any depent giie for 31 days of he date
Tonge: qualifes. Hote: inin 31 days, or il result n he employee o refres being fnancially

claim forcoverage. This

including termination, a5 wel as

<p
Benets Trust

Allocating Beneficiary Designation
1. Click on the Update Beneficiary Designation button

Basic Life Insurance

My Benelits on 08022024
The & Gurent Enclment

Your Beneficiary Designation

mody Tochany

e Cument Sacondary Percentage

Latest Deductions.

Payrol daductonsfor the latest pay paiodfortis banet.

Employor Employee Employor-Employee Pay Pariod End
Paid Contribution Contibution Date

T8 000 IEG—— 071072024

The Update Beneficiary Designation box will generate

[canca) Update Beneficiary Designation E
o o amount o primary
bensticeres re doceesad

ifyou st f doler emount o et o ecoive the poly.Hyou select porcens, al percris

100" Al percentsfor secondary bensfianes must ol 100,

Primary Allocation Method | Percent -
Secondary Allocation Method _ Percent -

Beneficlary  Relatonship v oe tage v o v o
TongedRose  chid o 3
Aiclfese  Child o o

Tota 0 °

Primary Excess Amount Goes To

Secondary Excess Amount Goes To
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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.

Update Beneficiary Designation [ save ]
i by alocat aspecic dolar amaunt. Secondary banefcianes rocaivo banofts ol  al primary
benicanes aro deceased
ifyou select Tt dolle emourt, 1 . you sfect prcents, al percents for premary beneficiaries mustfotal
00, Al prcents for sacondary benafianes must ol 100,
Primary Alocation Method | Parcent v
Secondary Allocation Method | Percent ~
Beneficiary  Relationship Y
Tongled Rose  Child ” 0
AielRose  Chid . 3
Total 125 o
Primary Excess Amount Goes To
Secondary Excess Amount Goes To

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.

Cancel Update Beneficiary Designation @

primary. by allocating a percent or a specifc dollar amount. Secondary bensficiares receive beneis only f al primary
beneficiaies are deceased
i amount bo designated fromthe policy. al porcants forpr must total
100. Al percents for secondary beneficiaries must otal 100.
Primary Allocation Method | Parcent v
Secondary Allocation Method | Percent v
Beneficiary  Relationship y ge. o
Tongled Rose  Child 50 [
relRose  child 50 )
Total 100 o
Primary Excess Amount Goes To
Secondary Excess Amount Goes To

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

Basic Life Insurance

My Benefits on 0810512024
This & Current Envolment

9 B ifyou
Enrolled Plan 1 Base Salary
Plan Provider Minnesota Life Insurance Company.
Coverage Salary X 1
Group Number 056352501

Your Beneficiary Designation

for the Basic L are listed here. toview or
modify. To change your beneficiary allocations, select the Update Bene fiary Designation button

Primary Allocation Percent
Secondary Allocation Percont

Beneficiary  Relationship  Current Primary Percentage  Current Secondary Percentage

Tangled Rose Child 0 >
Ariel Rose  Child % >
Total 100 o

a4 Benctciary_| [_Updale Beneciry Desgnation

Latest Deductions

Payroll deductions for the latest pay period for his benefi.

Plan Employer Employee Employer-Employee. Pay Period End
Description Paid Contribution Contribution Date
1xBase Salary 788

0.00 I 07/07202¢

5. Atthe top right-hand side of the window, click on " X " This will take you back to the list of enrollment types.
T— =
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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, 10" 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, 10t Floor, 200
W. Washington St., Phoenix, AZ 85003) THEY WILL FORWARD T O PUBLIC SAFETY RETIREMENT. 602-255-5575
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