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Benefits:

Faculty and Staff

Within USFWorks, you can manage your life insurance
Beneficiaries by adding, editing, or removing a Beneficiary, and
viewing and editing your Beneficiary elections.

How to add a life insurance Beneficiary

If you need to add a Beneficiary, initiate a Change Benefits
event in USFWorks.

e If you are adding a new Beneficiary, please provide contact
details and personal information for the Beneficiary.

e You may edit your existing Beneficiaries within the
Beneficiary Change benefit event.
Follow these steps:

Log in to USFWorks and click Benefits and Pay.

Your Top Apps

q Benefits and Pay

Absence

& Team Time
Directory

88 View All Apps

On the next page, under Tasks and Reports, select Change
Benefits.
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Tasks and Reports

Payment Elections

Change Benefits

My Tax Documents

Select the Change Reason:
a) Select Beneficiary Change.
b) Enter today’s date for the Benefit Event Date.
c) Click Submit.

Change Benefits

G e+ [ St |

Burth or Adoption
Death of Dependent
Divorca/Desschtion of Registeced Domestic Partnetaheg
Emacts - Emgployes

Gain Omher Coverage Elsenhere
Loss of Other Coverage Elarnhere

Marisge/Regateced Domestic Partner

Benefa Event Date *

a

( "4
B &

A pop-up window will appear stating you have submitted.

Click Open.
You have submitted
Up Neat Charge Derwft Dectioen
View Detads

[ )

On the next page, click Let’s Get Started.
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Change Benefit Elections

Initiated On 01/26/2023

Submit Elections By  10/30/2023

-

(If the pop-up window closes before you can click Open,
you can find the task in your USFWorks Inbox — just click
the Beneficiary Change message and then Let’s Get

Started.)

Change Benefit Elections

T minute(s) ago - Effective 01/06/2023

Initiated On 01/06/2023
Benefit Change - Benefictary Change - ™
01/06/2023

1 mioute(s) g0 - EX 01/06/2023 Submit Elections By  01/06/2023
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6. On the page with the Benefits options, click Manage under the
Basic Life & AD&D box.

Insurance and Retirement

P Basic Lifo & AD&D
— CIGNA (Employen)

Cost per paycheck Included

Coverage 1 X Salary

[ ]

7. Click Confirm and Continue.

Plans Available
1 @0

*Selectisn Benefit Plan Detads

CIGNA (Employes) Inchades an

D ()

8. On the next page, click the ‘Plus, +’ symbol and then Add New
Beneficiary or Trust.
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Benefits: Faculty and Staff

Beneficiaries Important note:

i::‘eecftlcai:r:?(istlngoraddanew beneficiary person or trust 10 this plan. You can also adjust the percentage allocation for each An eXlSnng Benef|C|ary or Trust can be added by S|mp|y Selectlng
the relevant option (Existing Beneficiary Persons / Existing Trusts)
Primary Beng _EXIsting Beneficiary Persons 2 =@ and clicking on their name.
@ Existing Trusts > Peiceitage
. et ‘—, p Add New Beneficiary or Trust
- o = 0

4

A beneficiary is the person or entity you name to re

Secondary Beneficiaries 0items =@ hold assets on behalf of a beneficiary or beneficiari
(5)  Beneficiary Percentage
Would you like to add a new beneficiary or trust?
Q Add New Beneficiary
To add a new Beneficiary select Add New Beneficiary or Add (O Add New Trust

New Trust, depending on the type of Beneficiary you are adding,
and then click Continue.

Conti Cancel
Required Information to enter: E

e First and last name

e Relationship
e Address
e Type (Home or Work)

e We also recommend adding your Beneficiary’s phone
number, email address, date of birth, legal sex and National
ID too (this is their SSN or ITIN, or National ID from country
of citizenship if ineligible for an SSN or ITIN).

e Note: Trust Beneficiary designations will require trust name,
trustee name [first and last]. Additionally, Trust ID, trust date, and
contact information [address, phone number and email address] for
Trustee may be provided for ease of administration.
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Benefits: Faculty and Staff

If adding a New Beneficiary: P | | T,
Add New Beneficiary or Trust [ = -
()
Relationship * =
Use as Beneficiary Address
i 5
I saz ]
Date of Birth MW /DD /YYYY E S A

Age {empty) Email

/= | e )
Legal Sex select one i (== )

Allow Duplicate Hame |:|

i "

[ = )

Legal Name Contact Infarmation National D= Additional Government IDs '- o
— Web Add

Country * | x United States of America = .a m.ss

()

. -

Prefix =

First Name ' )
{ | @« >

Middle Name |
Last Name *I I

Suffix |

. UNIVERSITY OF SAN FRANCISCO
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If adding a New Trust as a Beneficiary:

Phone
Add New Beneficiary or Trust [ = m
Trust Hame =
Email Address
Trust ID

(=)
Trustee Contact Information Address

Trustee Name ( - )

Country * | * United States of America

Prefo [ =
First Mame *I I

Kiddle Hame l

Last Narms *I I

Suffic | =
'™ )

TrustDate | mMyooswyyy 5
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Faculty and Staff

Once you have entered the information, click OK.

[~ ]

Check that your Beneficiary’s name now appears and then
allocate the percentage you would like them to receive.

Beneficiaries

Select an existing or add a new beneficiary person or trust to this plan. You can also adjust the percentage aliocation
for each beneficiary.

Primary Beneficiaries 1 tem =00
+ Beneficiary Percentage
| | Beneficiary’s name appears here = 100
Secondary Beneficiaries 0 items =0V
Beneficiary Percentage
No Data

Add additional Beneficiaries by following the previous steps (9-14).

Click Save when you are done.

If you have more than one Beneficiary, enter Allocations for
Primary and/or Secondary Beneficiary.

Percentages MUST total 100%. You may also add additional
Beneficiaries to whom you may allocate Secondary Percentage
totaling 100%. You may NOT designate the same Beneficiary
more than once within a single Benefit plan.

\/-5?‘/.\) UNIVERSITY OF SAN FRANCISCO
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Privary Benehcianes | s v@ay
Benetcrery Perverage
Movee Mosne 100
Secondury Bereficiaries 1 o v@a.s
Berefowry
* Mty M 12 = o
Toot Tt 12 w

You will be taken back to the page with the Benefits options.

If you have elected any of the following voluntary life insurance
plans, you must also add at least one Beneficiary to these plans.
These plans are:

e Voluntary AD&D — Employee*
e Voluntary AD&D — Family*
e Voluntary Term Life

If you wish to add the same Beneficiary(s) as the one(s) you
designated on your Basic Life & AD&D plan, an existing Beneficiary
or Trust can be added by simply selecting the relevant option
(Existing Beneficiary Persons / Existing Trusts) and clicking on
their name.

*You may only elect one Voluntary AD&D Plan (i.e. Employee or Family).

Last revision date: February 22, 2024



Benefits: Managing Life Insurance Beneficiaries

Faculty and Staff

NOTE: Previous Beneficiaries for your plan(s) will still appear on
your USFWorks profile. However, they will not be included on your
plan(s) if you have removed them. They can be designated again
later by simply selecting the relevant option (Existing Beneficiary
Persons / Existing Trusts) and clicking on their name.

Beneficiaries

Select an existing or add a new beneficiary person or trust to this plan. You can also adjust the percentage allocation for ea

Primary Ben Existing Beneficiary Persons >

@ Existing Trusts >

Add New Beneficiary or Trust

@ Bearch =

16. Once you are done adding Beneficiaries, on the page with the
click Review and Sign.

Review and Sign ( Save for Later )

17.0n the next page, review to make sure everything is correct, read
the legal notice, check the box next to | Accept, and click Submit.

| Accept

18. On the next page, click Done.

19. Your submission will be automatically routed to your HR Benefits
partner for processing.

(ﬁ% UNIVERSITY OF SAN FRANCISCO
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Benefits: Faculty and Staff
Select the Change Reason:

- e _ a) Select Beneficiary Change.
If you need to remove a Beneficiary, initiate a Change Benefits b) Enter today's date for the Benefit Event Date.
event in USFWorks. . .
c) Click Submit.

e You may edit your existing Beneficiaries within the Change Banafits

Beneficiary Change benefit event.
SR e

Barth or Adoption

Follow these steps: Doath of Dapendent

How to remove a life insurance Beneficiary

Drvorca/Daasoltion of Registeced Domestic Partnershep

Log in to USFWorks and click Benefits and Pay.

Emact - Emgployes

Gain Othee Covernge Elsenhere
Your Top Apps Loss of Other Coverage Elsrahers

Marisge/Regateced Domastic Partner

q Benefits and Pay
'!n’« Event Date * a

Absence

& Team Time EI( Save foe Later )( Cancel )

Directory A pop-up window will appear stating you have submitted.
Click Open.
88 View All Apps
You have submitted
Up Nt Change Dereft Decticen
Viow Detads

On the next page, under Tasks and Reports, select Change

Benefits.

Tasks and Reports

Payment Elections | Change Benefits | My Tax Documents

. UNIVERSITY OF SAN FRANCISCO
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Benefits: Managing Life Insurance Beneficiaries Faculty and Staff
5. On the next page, click Let’s Get Started. /. Click Confirm and Continue.

Plans Available

Change Benefit Elections mo

*Selection

CIONA (Employes)  Wreludes aun

Initiated On 01/26/2023

Submit Elections By  10/30/2023

(If the pop-up window closes before you can click Open,
you can find the task in your USFWorks Inbox — just click

?tzrlfeeg()eflmary Change message and then Let’s Get =y

8. Next, click ‘Minus, -" next to the name(s) of the Beneficiary(ies) you
wish to remove and then click Save.

= MENU

Q search (o] 0.8

s)

Beneficiaries
Actions Archive Change Benefit Elections w 3 B & Select an existing or add a new beneficiary person of trust 1o this plan. You can also adjust allocation for
Viewos: A8 Sontby Newest TR R Primary Beneficiaries 1 item =
Benefi Change - Beneficiary ChogH: £ Initiated On 01/06/2023 P )
?m; . Effective 01/06/2023 Submit Elections By  01/06/2023 1) Beneficiary Percentage
@  TESTTEST = 100
6. On the page with the Benefits options, click Manage under the Seccandory Benficaries 1 e =H
Basic Life & AD&D box. @ enenciay Percemage
A e o TESTTEST = 100
Insurance and Retirement
P Basic Lifo & AD&D
— CIGNA (Employee)
i S «=»
Coverage 1 X Salary Important
Manage You must have at least one designated Beneficiary on your plan. If

you remove the only Beneficiary from your plan, you must add a
new Beneficiary (see pages 2-8 for the steps on how to do this).

9. You will be taken back to the page with the Benefits options.

(Qé.> UNIVERSITY OF SAN FRANCISCO
A UsFWorks powered by Workday Last revision date: February 22, 2024 10




Benefits: Managing Life Insurance Beneficiaries

Faculty and Staff

If you have elected any of the following voluntary life insurance
plans, you are also able to remove a Beneficiary from these plans.
These plans are:

e Voluntary AD&D — Employee*
e Voluntary AD&D — Family*

e Voluntary Term Life

*You may only elect one Voluntary AD&D Plan (i.e. Employee or Family).

10. Once you are done removing Beneficiaries, click Review and
Sign.

Review and Sign ( Save for Later )

11. On the next page, review to make sure everything is correct, read
the legal notice, check the box next to | Accept, and click Submit.

jlﬂccept EI
r
n 4

12.0n the next page, click Done.

13. Your submission will be automatically routed to your HR Benefits
partner for processing.

Please note:

If you remove a Beneficiary, they will still appear in your
USFWorks profile. However, they will not be included on your
plan(s) if you have removed them.

<g-*;QUNIVERSITY OF SAN FRANCISCO
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Benefits:

Faculty and Staff

How to amend a life insurance Beneficiary
percentage allocation

If you need to amend a Beneficiary’s allocation percentage,
initiate a Change Benefits event in USFWorks.

e You may edit your existing Beneficiaries within the
Beneficiary Change benefit event.

Follow these steps:

Log in to USFWorks and click Benefits and Pay.

Your Top Apps

q Benefits and Pay

Absence

& Team Time
Directory

88 View All Apps

On the next page, under Tasks and Reports, select Change
Benefits.

Tasks and Reports

Payment Elections | Change Benefits | My Tax Documents

UNIVERSITY OF SAN FRANCISCO
 USFWorks powered by Workday

Select the Change Reason:

d) Select Beneficiary Change.

e) Enter today’s date for the Benefit Event Date.

f) Click Submit.

Change Benefits

Chang Bevn

Berth or Adoption

Death of Dependent

Emact: - Employes

Gain Omher Covernge Elsenhere

'sowcmc Date * 8

Drvorca/Daaschtion of Registeced Domestic Partnershep

Loss of Other Coverage Esanhere

Marisge/Regateced Domastic Partner

B =

A pop-up window will appear stating you have submitted.

Click Open.
You have submitted
Up Nt Change Derwft Decticen
Verw Ottaet

A pop-up window will appear stating you have submitted.

Click Open.

Last revision date: February 22, 2024
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Benefits: Managing Life Insurance Beneficiaries

Faculty and Staff

You have submitted
U Nt mumumm
View Detady

(-1

6. On the next page, click Let’s Get Started.

Change Benefit Elections

Initiated On 01/26/2023

Submit Elections By  10/30/2023
[ Let's Get Started ]

(If the pop-up window closes before you can click Open,

you can find the task in your USFWorks Inbox — just click
Beneficiary Change message and then click Let’s Get

Started.)

Actions Archive Change Benefit Elections % &

6]
@

T minate(s) ago - Effective 01/06/2023

Benefi Change - Benaficlary Change: = Initiated On 01/06/2023
01/06/2023
1 minute(s) ago - Efectiv 01/08/2023 Submit Elections By  01/06/2023

7. On the page with the Benefits options, click Manage under the
Basic Life & AD&D box.

<g-*;QUNIVERSITY OF SAN FRANCISCO

715 USFWorks powered by Workday

Insurance and Retirement

P Basic Lifo & AD&D
— CIGNA (Employee)

Cost per paycheck

Coverage

Manage

Last revision date: February 22, 2024
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Benefits: Managing Life Insurance Beneficiaries

Faculty and Staff

8. Click Confirm and Continue.

Plans Available

1 e
*Selectun Beneft Plan Detads You Pay (Semi-montly)

CIGNA (Employes) Inchuded

Company Contridution (Semi-monthly)

9. Amend the percentage allocations (they must add up to 100%)

and then click Save.

Beneficiaries
Select an existing or 2dd a new beneficiary person or rust 10 this plan. You can also adjust the percentage aliocation for each
beneficiary.
Primary Beneficiaries 2 items =@
(*)  Beneficiary Percentage
= ‘ % TESTTEST =
1
) X TESTTEST = ‘ S0 g =
-
|« 4 |
Secondary Beneficiaries 1 item T@OS
Beneficiary Percentage
x TESTTEST = 100 {0
-
s

<g-*;QUNIVERSITY OF SAN FRANCISCO
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10. You will be taken back to the page with the Benefits options.

If you have elected any of the following voluntary life insurance

plans, you are also able amend the percentage allocation(s) on
these plans. These plans are:

e Voluntary AD&D — Employee*
e Voluntary AD&D — Family*

e Voluntary Term Life
*You may only elect one Voluntary AD&D Plan (i.e. Employee or Family).

11. Once you are done editing percentage allocations, click on Review
and Sign.

B 3
Review and Sign ( Save for Later )
[ o

12. On the next page, review to make sure everything is correct, read
the legal notice, check the box next to | Accept, and click Submit.

| | Accept EI
[ o ]

13. On the next page, click Done.

14.Your submission will be automatically routed to your HR Benefits
partner for processing.

Last revision date: February 22, 2024 14



Benefits:

Faculty and Staff

How to view your life insurance Beneficiaries

Follow these steps:

Log in to USFWorks and click Benefits and Pay.

Your Top Apps

q Benefits and Pay

Absence

& Team Time
Directory

88 View All Apps

On the next page, click Benefits and then select Beneficiaries.

@ Benefits and Pay le

08  Overview

© Benefits ~
Benefit Elections

Benefits by Date

Dependents

Beneficiaries

ACA Forms

/ »_ UNIVERSITY OF SAN FRANCISCO
7 USFWorks powered by Workday

On the next page, you will see a list of Beneficiaries and the plans
they are associated with.

Important:

If the Benefit Elections field is blank, this means that the
Beneficiary has not been added to your life insurance plan(s).

Beneficiaries [N =

~

Last revision date: February 22, 2024 15
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Faculty and Staff

Voluntary Dependent Term Life
You can enroll in Voluntary Dependent Term Life when making your
New Hire Benefit Elections or during Open Enrollment. You can also
decide to unenroll during Open Enrollment.

If you do not wish to enroll, you can ignore this Benefit option.

The enrollment process does not ask you to add Dependents to the
plan.

Any eligible Dependent you have will be covered: They do not need
to be listed as a Dependent on your Medical, Dental or Vision plan,
nor be a Beneficiary on any other USF life insurance in which you are
enrolled. Eligible Dependents are:

e Spouse/RDP under the age of 70 ($5,000 coverage)
e Unmarried child up to the age of 26 ($2,000 coverage if 6
months old or over, $500 coverage if less 6 months old)

If any of your Dependents become ineligible, you must inform the
Benefits Team in writing at benefits@usfca.edu. In this case, the
Benefits Team will then unenroll you from the plan if you no longer
have any eligible Dependents. No further action is required on your
part.

To enroll

During the New Hire or Open Enrollment process, click Enroll in
the Voluntary Dependent Term Life option.

Plans Available

Select a plan or Waive to opt out of Voluntary Dependent Term Life.

1 item TS
= . Benefit Plan You Pay (Semi- & »
Selection i monthly) Company Contribution (Semi-monthly)
CIGNA s0.70 i
o Select (Employee)

) waive

Click Save.

= Waived

@ p Voluntary Dependent Term Life

Enrall

Coverage

Calculated Coverage ~ $0.01
Coverage $0

Plan cost per paycheck  $0.70

¥ Insurance Instructions
General Instructions

For a summary of the benefit plan options available to you, please review the2023 Benefits Guide. For assistance with Open Encollment please visit the Open Enroliment benefits page
Important Reminders:

+ Please note: You are automatically enrolled in Basic Life and Long Term Disability as both plans are paid by the Employer

« You may only elect one Voluntary AD& D Plan (Employee o Family)

+ You will receive notification from New York Life ( y jardiny Evidence of insurability (EOI)

+ Youmay only cover your spouse OR domestic partner and your eligible dependent children.

« Designate your beneficiary for Life Insurance coverage (required)

+ Your Coverage Begin date will begin on the First of the Month following the Event Date. For example if you are hired on 1/16/2023 benefits will start on 2/1/2023.

+ Your Deduction Begin date will begin on the First of the Month following the Event Date. For example if your coverage begin date starts 2/1/2023, your deduction begin date would be 2/22/2023 and for monthly
payroll it would be on the pay date for that month.

On the next page, click Select and then Confirm and Continue.

{‘;g??>._> UNIVERSITY OF SAN FRANCISCO
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Benefits: Managing Life Insurance Beneficiaries

To unenroll

Faculty and Staff

1. During the annual Open Enrollment process, click Manage on the
Voluntary Dependent Term Life option.

REVIEWED
Q P Voluntary Dependent Term Life
= CIGNA (Employee)
Cost per paycheck $070
Coverage S0

Manage

2. Select Waive and click Confirm and Continue.
Plans Available

Select a plan or Waive to opt out of Voluntary Dependent Term Life.

1 item

=0
N A Benefit Plan You Pay (Semi- SOoSUSS 3
Seectu Details monthly) Company.C (Semi 4
CIGNA $0.70 *
O Select (Employee)
O waive
4 »

<_{;}4>UNIVERSITY OF SAN FRANCISCO
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Benefits:

Faculty and Staff

Benefits Team contact information

Please contact a USF Benefits Representative if you have further
guestions at benefits@usfca.edu or dial (415) 422-2442.

For inquiries concerning:

a general HR issue, please email humanresources@usfca.edu

leaves, please email leaves@usfca.edu

payroll, please email payroll@usfca.edu

retirement, please email retirementplan@usfca.edu

Tuition Remission, please email tuitionremission@usfca.edu

UNIVERSITY OF SAN FRANCISCO
USFWorks powered by Workday

Last revision date: February 22, 2024

18


mailto:benefits@usfca.edu
mailto:humanresources@usfca.edu
mailto:leaves@usfca.edu
mailto:payroll@usfca.edu
mailto:retirementplan@usfca.edu
mailto:tuitionremission@usfca.edu

