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Purpose: Designate or Update a Beneficiary 

Audience: All Teammates  
 

 

 

Created Date: 08/04/2021 
Latest Revision Date: 10/4/2022 

NAVIGATION ME → BENEFITS → REPORT A LIFE EVENT 

Step 1: 
Click on Me tab.  

 

Step 2: 
Click on Benefits 

tile.  

 

Step 3: 
Click on Report a 
Qualifying Life 

Event. 
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Purpose: Designate or Update a Beneficiary 

Audience: All Teammates  
 

 

 

Created Date: 08/04/2021 
Latest Revision Date: 10/4/2022 

Step 4: 
Scroll down and 
select Update/ 

Designate 
beneficiaries for 

life insurance 
plans. 

 

 
 

 

Step 5: 
Use the current 

date as the 
effective date. 

 

Step 6: 
Click Continue in 
top right corner of 

the page.  
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Purpose: Designate or Update a Beneficiary 

Audience: All Teammates  
 

 

 

Created Date: 08/04/2021 
Latest Revision Date: 10/4/2022 

Step 7: 
Read 

Confirmation and 
click OK. 

 
Note: If a 

message other 
than this is 

displayed, call 
the Benefits 

Service Center 
for assistance.  
See the Notes 
section on the 
bottom of page 

10 for the phone 
numbers.  

 

 
 

Note: 
• Complete Steps 8a-e to update/edit existing beneficiary information.   

• Bypass Steps 8a-e and complete Steps 9a-c to add new beneficiary information. 
• If no updates/additions are needed, go to Step 10. 

Step 8a: 
To edit an 

existing 
beneficiary’s 

information, click 
on the person’s 

name. 
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Purpose: Designate or Update a Beneficiary 

Audience: All Teammates  
 

 

 

Created Date: 08/04/2021 
Latest Revision Date: 10/4/2022 

Step 8b: 
Click the down 

arrow in 
category to be 

edited. 

 
 

 

Step 8c: 
Click pencil edit 

icon in each 
category 

requiring edits. 
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Purpose: Designate or Update a Beneficiary 

Audience: All Teammates  
 

 

 

Created Date: 08/04/2021 
Latest Revision Date: 10/4/2022 

Step 8d: 
Edit each 

category as 
needed, then 
click Submit. 

 
Note: Enter date 

on or after 
today’s date in 
the When does 

this relationship 
start category. 

 

Step 8e: 
Click back arrow 
next to person’s 
name in upper 

left corner of the 
page. 

 

Step 8f: 
This takes you 

back to the Before 
You Enroll - 

People to Cover 
page. Complete 

Steps 8a-e for any 
other beneficiaries 

requiring edits.  
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Purpose: Designate or Update a Beneficiary 

Audience: All Teammates  
 

 

 

Created Date: 08/04/2021 
Latest Revision Date: 10/4/2022 

Step 9a: 
To add a 

beneficiary, click 
Add on the Before 

You Enroll - 
People to Cover 

page. 
 

Please ensure a 
contact is listed 

only once. 

 

Step 9b: 
Enter information 

on the New 
Contact-Basic 

Information page. 
Scroll down page 

as needed. 

 

Step 9c: 
Click Submit in 

top right corner of 
the page. 

 

Step 10: 
Click Continue in 
top right corner of 

the page. 
 



 

 

7 
 
 

Purpose: Designate or Update a Beneficiary 

Audience: All Teammates  
 

 

 

Created Date: 08/04/2021 
Latest Revision Date: 10/4/2022 

Step 11: 
Read attestation 
and click Accept. 

 

Step 12: 
Bypass Medical 
Coverage pencil 

edit icon. 
Information cannot 

be changed. 
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Purpose: Designate or Update a Beneficiary 

Audience: All Teammates  
 

 

 

Created Date: 08/04/2021 
Latest Revision Date: 10/4/2022 

Step 13: 
Scroll down and 

click on Life 
Insurance pencil 

edit icon. 

 

Step 14: 
Click on pencil 

edit icon. 
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Purpose: Designate or Update a Beneficiary 

Audience: All Teammates  
 

 

 

Created Date: 08/04/2021 
Latest Revision Date: 10/4/2022 

Step 15: 
Make Life 
Insurance 
beneficiary 

allocations. After 
making allocations, 

click outside of 
percentage boxes 
for percentages to 

calculate. Click 
OK. 

 
See Tips: Step 

15a for additional 
instructions. 

 

Step 16: 
Complete steps 

14-16 for any other 
elected Life and 
AD&D benefits. 

 

Step 17: 
Click Continue.  

Step 18: 
Click Submit. 
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Purpose: Designate or Update a Beneficiary 

Audience: All Teammates  
 

 

 

Created Date: 08/04/2021 
Latest Revision Date: 10/4/2022 

Step 19: 
Receive 

confirmation. 
 

Note: If a 
message other 

than this is 
displayed, call the 
Benefits Service 

Center for 
assistance. See 

the phone 
numbers in the 
Notes below. 

 

 
 

Tips 
 

Step 15a: 
Note that you cannot remove someone from the Beneficiary list, but if you leave the box next to a person 
completely blank, the person will not receive any funds. 
 

Definitions: 

• Primary beneficiary: Person first in line to receive benefits in a will, trust, retirement account, life 
insurance policy, or annuity upon the account or trust holder’s death. An individual can name 
multiple primary beneficiaries and stipulate how distributions should be allocated. 

  

• Contingent beneficiary: Person named to receive benefits if primary beneficiary is not alive upon 
account or trust holder’s death, or if primary beneficiary does not collect all benefits before his or 
her own death. 

 
When making percentage allocations to more than one beneficiary, the total percentage allocation must 
equal 100. 

Notes 
 

If you need assistance: 
 

• Greater Charlotte teammates, call the Atrium Health Benefits Service Center at 704-631-1500, 
Option 1.  

• Navicent teammates, call the Navicent Benefits Service Center 1-800-964-4780, select the option 
for Macon. 

• Floyd teammates, call the Floyd Benefits Service Center at 866-228-1674. 
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Purpose: Designate or Update a Beneficiary 

Audience: All Teammates  
 

 

 

Created Date: 08/04/2021 
Latest Revision Date: 10/4/2022 

Policies 
 

Atrium Health Human Resources Life Insurance Benefit 3.10 

 

Atrium Health Navicent policies are located in Policy Tech at https://navicenthealth.policytech.com. 

 

https://atriumhealth.policytech.com/docview/?docid=12144
https://navicenthealth.policytech.com/

