
Add/Change Beneficiary Life Event 
 
Login to UltiPro 
https://aura.ultipro.com 
Please Refer to the UltiPro Guide for assistance logging into UltiPro. 
 
Go to the Life Events Tab & click on Life Events 
 
Select a Add/Change Beneficiary if prompted 
 

 
 
Enter Life Event Information 
 
The About This Life Event page provides specific information related to this life event. The 
Draft button allows you to enter and save some information now and continue the election at a 
later time. 

1. At the When Did This Happen field, enter a date for the life event, if needed. 
2. At the What Was the Reason field, select Change Beneficiary. 

 

3. Select Next.  

 
 

https://aura.ultipro.com/


 
 
Verify Beneficiaries and Dependents 
Verify information for employees' beneficiaries and dependents on the Verify Beneficiary and 
Dependent Information page. This page includes summary information for each contact name, 
relationship, and designation. 

1. From the Verify Beneficiary and Dependent Information page, review the summary 
information to ensure it is accurate. 

2. Update information by completing one of the following using the Add/Change contact 
page. 

o Select the Name link and then select Edit to update existing beneficiary or 
dependent information. 

o To add a beneficiary or dependent, select Add. 
o If changing to a new beneficiary, only update with new person. You will not 

remove or delete the currently selected beneficiary. 
3. Select Save. 
4. Select Next. 

 

Click on Name, then Edit and scroll down to Designation. Check the Box titled Beneficiary. 
Then click Save & Next. 

 

 



 



 
 
Select a Plan 
The Current Plan section displays deduction/benefit plans in which you are enrolled for the 
deduction/benefit type as of the current system date. 

1. Select ER Paid Life & Enroll Beneficiaries & enter percentage(s). 
a. If changing to a new beneficiary, only assign percentages to the new beneficiary, 

and leave the old beneficiary percentage field blank. 

Note 

If you are assigning multiple beneficiaries, ensure that the sum of percentages in each 
column equal 100. Primary beneficiaries must total 100%; secondary beneficiaries must 
total 100%. 



 

Select Next. 

 

Under the Employee Supp Life page, refer to the grey Current Plan box to review if you are 
currently enrolled in Supplemental Life.  

• If you are not currently enrolled in Employee Supplemental Life, click on the “I 
decline the Employee Voluntary Life Plan” and select Next. 



 
 
 

• If you are currently enrolled in Employee Supplemental Life, click on “Employee 
Voluntary Life”.  

o Type in your current Benefit Dollar Amount as it is shown in the grey 
“Current Plan” box (ex. $100,000). 

o Under Enroll Beneficiaries, select the beneficiary and enter percentage(s) & select 
Next when finished. 

 



 

 

Repeat this same process for the Accdntl Dth/Dsmmbrmnt page. 

 
Review and Submit Elections 
Review the election information on the Confirm Your Changes page. This page contains 
personal information as well as the selected and declined benefits. You can compare current 
beneficiaries to the newly selected beneficiary elections.  
 
 



 
 

 

1. Return to the applicable page to complete changes, as needed. 
2. Select Draft to continue the election at a later time or select Submit to complete your 

changes now.  
3. Select OK, the Confirmation page appears. 
4. Select Print to print a summary of your changes. 
5. Select Close. 
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