
Instructions to Change Beneficiaries 
 

 
In the event of your death, benefits for Basic/Additional Life and Basic/Additional AD&D coverage are paid to whoever you 

name as a beneficiary. To be sure that benefits are paid how you wish in the event of your death, you should name a 

beneficiary for each of these plans. You have the option to elect Primary and Secondary Beneficiaries. 

 

 

A Primary Beneficiary is who will receive the benefit in the event of your death. You may list as many people as you 

wish, but the total allocation (ie: the percentage of the benefit you want to give to each person) must equal 100%.  

o Example:  

▪ You have a spouse and 3 children. You want each of them to receive an equal amount of the life 

insurance benefits you have elected for Basic Life and Additional Life.  

▪ You would want to enter your allocations as:  

▪ Spouse: Primary, 25% Allocation 

▪ Child A: Primary, 25% Allocation 

▪ Child B: Primary, 25% Allocation 

▪ Child C: Primary, 25% Allocation 

▪ Let’s say your total benefit from your Basic Life and Additional Life elections is $100,000. In the event 

of your death, based on the allocations above, each of your beneficiaries would receive $25,000.  

 

 

A Secondary Beneficiary (also known as a Contingent Beneficiary) is who will receive the benefit in the event of your 

death if your primary beneficiaries are deceased. You may list as many people as you wish, but the total allocation (ie: the 

percentage of the benefit you want to give to each person) must equal 100%.  

o Example:  

▪ Your parents are divorced. You want both your mother and father to receive equal benefits for your 

Basic and Additional Life coverage. In case they have passed at the time of your death, you want two 

of your friends to receive your benefits, in equal amounts.  

▪ You would want to enter your allocations as:  

▪ Parent 1: Primary, 50% Allocation 

▪ Parent 2: Primary, 50% Allocation 

▪ Friend 1: Secondary, 50% Allocation 

▪ Friend 2: Secondary, 50% Allocation 

▪ Scenario 1: Let’s say your total benefit from your Basic Life and Additional Life elections is $150,000. 

In the event of your death based on the allocations above, each of your Primary Beneficiaries would 

receive $75,000 if they are alive at the time of your death. Your Secondary Beneficiaries do not 

receive anything.  

▪ Scenario 2: Let’s say your total benefit from your Basic Life and Additional Life elections is $150,000. 

Your primary beneficiaries have passed away. In the event of your death, based on the allocations 

above, each of your Secondary Beneficiaries would receive $75,000.  

 

Tips  

▪ Consider establishing a trust to designate as the beneficiary for your minor child. A claim can’t be paid to a 

minor (someone under 18 years old) unless a court order designating someone as the sole managing conservator 

of the minor is presented to Prudential. In the enrollment system, you will enter the name of the trust and the 

address as the beneficiary. 

▪ Review your beneficiaries often. In addition to the benefits enrollment period, it is recommended to review 

beneficiaries shortly after major life events such as marriage, divorce, birth, death, etc.  

▪ You are automatically the beneficiary if you elect Spouse Life or Child Life coverages.  

▪ 401(k) Beneficiaries are set up in a different system. Beneficiaries designated for life insurance do not apply to 

the 401(k) plan. Employees must designate a separate beneficiary for their 401(k) with Fidelity online at 

http://www.netbenefits.com.  

▪ ½ percentages are not allowed when naming beneficiaries. Example: You can’t elect 50.25%; you must use 

whole numbers such as 50% or 51%. 

http://www.netbenefits.com/
http://www.netbenefits.com/


 

1. Select the Benefits tile from your employee portal.  

 
 

2. Select the Benefits Summary tab. 

 

  
 

 

 

 

 



3. Select the benefit that you would like to change your beneficiary for by selecting the blue 

link/name of the benefit.   

 

 

4. Review the information. Then select the orange Edit button.  

 

 

 

 



5. If your beneficiary is not already listed, click the orange Add a New Beneficiary button.  

 

 

6. Enter your beneficiary’s information, then click the orange Save button.  

 

 

 



7. Once you have your beneficiaries listed, make your elections for your allocations. As a 

reminder, your primary allocations must equal 100% and your secondary allocations must 

equal 100%.  

 

Once you have entered your allocations, click the orange Save button.  

 

 

8. Once you’ve saved your changes, your beneficiary designations will show under the Current 

Percent columns. Click the orange Save button. 

 

 

 

 



9. You will see your beneficiaries updated on your plan information page. Click the blue link 

labeled Return to Employee Benefit Summary to return to your Benefits Summary.  

 

 

 

 

 

 

 

 

 

Congratulations, you’ve updated your beneficaries!  

 

You can continue updating beneficiaries for your other benefits (Basic and Additional Life and Basic 

and Additional AD&D) by following steps 3-9. There is no deadline to update beneficaries, and you 

can update them at anytime. As a reminder, 401(k) beneficiaries are set up through 

www.netbenefits.com.   

http://www.netbenefits.com/
http://www.netbenefits.com/

