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First, you will need to add your new 
beneficiary as a contact in DASH.

To add a new contact:
Click on the Me tab, 
then select Personal Information,
then select Family and Emergency 
Contacts.

Click the + symbol in the upper right corner 
to add new contact.
Enter your new contact’s information in the 
fields and click Submit.

Now that they are an existing contact, we 
can update our beneficiary designations.
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To update your beneficiary designations,
Navigate to Me tab, 
Then select Benefits.

On the right side, click on 
Change Beneficiaries.
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A side panel will open, prepopulating the current beneficiary designations.

You may edit the percentages of your beneficiaries here.
Your new contact should populate as an option.
All primary % must equal 100%, and all contingent % must equal 100%.

In this example the employee has one primary beneficiary so 100% is 
entered, and an equal split between two contingent beneficiaries for 
50% each.

Note: to completely remove the current beneficiary leave both primary and 
contingent percentage fields blank (do not even put “0” as this will prevent 
the change from processing).

Once all percentages have been updated, Click Submit.
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