
Beneficiary Designation Training Guide 
 

1. On your Dayforce Dashboard, go to Benefits  

Benefits should be on your Home Screen.  If not, look under the Main Menu (3 lines,top left).  

 
 

2. Complete Beneficiary Information Form 

 Click on the ”Forms” tab. 

 Click on “Current Beneficiary Information”. 

  
 

3. Step 1 - Add Beneficiary(s) 

 Click on “Add” (Or click on “View/Edit” to make changes to current beneficiaries). 

 
 

 
 

 Complete all required fields with a red asterisk (Enter address only if different from employee) 

and click “Continue” 



  
 

 

4. Step 2  - Add Designation 

 Click on “Add Designation” to add the beneficiaries from above to the Plan. You may also 

“Remove Designation” if you would like to remove beneficiaries from the Plan.  

  

 Select the name of the beneficiary  

  

 

 Under “Type” select “Primary” or “Contingent” 



 

 Under “Percentage” select the amount to designate 

o Note: If more than one beneficiary, totals must equal 100% for Primary and Contingent 

Types. 

 

 Add Designations to all Plans, then click “Submit” 

 

     

 

 


