BENEFICIARY INSTRUCTIONS

Does your employee know? If a death occurs and a minor (a person not of legal
age) or the insured’s estate is the beneficiary, it may be necessary to have a
guardian or a legal representative appointed before any death benefit can be
paid. This means legal expenses for the beneficiary and delay in the payment of
the insurance. Please have members take this into account when naming a
beneficiary.

****percentages must be designated for the beneficiary to be valid.

Click on PA30 — Search for the employee by the Social Security Number using the
match code

Once the personnel number populates, click your enter key to populate the
employee you wish to add /change the beneficiary
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Click on your Benefits Tab

IT0021 (Family Members/Dependents)
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**Please check before anything is created on the family member/dependents
0021 Infotype to see if the person on the beneficiary form has not already been
created. If it has not, then you will need to create the person listed on the

beneficiary form.

Important Note: justin case you are having problems creating the beneficiary
***Check STY box to make sure that it is blank, if not, you will either need to
delete or enter Codes 1 (spouse), 2 (Child), or 9003 (Other Beneficiary’s) in the

STY field



Click the Create Button
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If your beneficiary is a spouse or a child then you would click on spouse (1) or
child (2) in the list below. If the person on the beneficiary form is someone other
than a spouse or child then you would click on Other Beneficiaries (9003), this
also includes estate. These are the only options that should be selected from the
list.

Click Enter or Green Check Mark
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Enter Start date.

This could either be the Hire Date of the employee or the Date the employee
signed the beneficiary form.

Enter beneficiary’s name; gender, birth date, and SSN.
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This is showing the drop down if you have 2 beneficiaries you would like to
include. You first entered your spouse and now you will enter information for a
child. You may enter as many beneficiaries as you would like following these
steps.
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PAJ0 - Maintain HR Master Data
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Go to HRBEN0001 —Enrollment (menu on left side)

Enter Personnel number

Click “Calendar” icon to the right of the calendar date — Enter the date the
employee signed the application or the Hire Date of the employee (depending on
which date was entered on previous step).

Click on the Life Beneficiary Change tab

Get Offer
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***]t is recommended to change your resolution on your desktop to 75%. You
can do this by selecting the drop down arrow of 100% in the right bottom of your
computer screen.

Click on the Basic Life and AD&D (or whichever Life Plan that you need to attach
the beneficiary to) as seen below.

Click Enroll
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The box below will pop up and then you will need to click the beneficiary tab
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You will see a list of the beneficiaries that were entered in the prior steps on
ITO021 — Family Member/Dependents.



Important Note: Percentages must be designated for the beneficiary to be
valid.

If a person is a contingent, make sure the contingent box is checked to the right
of their relationship. Please make sure everything listed equals 100%. If 3
children are listed as 33 1/3%, you would need to enter these at 33%, 33%, and
34%.
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Click Enroll
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Click Enroll again
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Click the continue button or if a confirmation form needs to be printed, click

Confirmation
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This is what the screen looks like if the confirmation form is selected. Once you
get to this screen, in the output device, instead of LOCL, change this to ZPDF. This
should print to your personal computer.

To be able to view what has just been entered, click on PA20 on the left hand side
of the screen.

Click on the Benefits Tab
Select IT1068

Click Display

Click Beneficiaries tab
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Now you are able to view the information.
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