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Beneficiaries may be viewed or changed at any time during the year. The designation must be made in percentage allotments totaling 100% for primary beneficiaries and 100% for contingent beneficiaries, if applicable. The following items are needed to update or add beneficiaries: 
1. Name
2. Address
3. Phone number
4. Date of Birth
5. Social Security Number
[bookmark: _Toc241213407]State Plan: MetLife
1. Access the MetLife website.
2. Enter State of Florida as your employer name.
3. Log in to your account or register for a new account if you have not previously accessed the site.
4. Select Benefits and Coverage.
5. Click Manage My Beneficiaries.
6. The Life Summary page will display your current beneficiaries and benefit allocations. If you have not previously accessed your MetLife account, your beneficiary designations will be the same as those on file with the prior vendor. You will be asked to confirm that your beneficiary information remains unchanged.
7. Click the Modify Beneficiaries button to add or update beneficiaries as needed.
8. Follow the page prompts to enter all the required information.
9. Review your beneficiary information to ensure that it is accurate. Make sure that the total benefit for your primary beneficiaries equals 100%. If you have added contingent beneficiaries, make sure the total benefit is 100%. 
10. Print or save a copy of the Beneficiary Designation Form for your records. 

[bookmark: _Toc241213408]UF Plans
Changes to beneficiary information for UFSelect life plans can only be done via the Benefits Summary page. Visit the myUFL system and access the Benefits Summary page to complete the following steps: 
1. Click the hyperlink of the UF life plan you wish to edit.
2. Click the Edit button at the bottom of the screen.
3. Click the Add a New Beneficiary button to add a new person to your list of beneficiaries if the person is NOT already listed. If the person is already listed, skip to step 9.
4. Add the missing digits of your SSN and your date of birth in the security screen. Click Verify Data.
5. Add the new beneficiary’s information. Include beneficiary details. Click Save.
Note: If the beneficiary does NOT have a SSN, please contact the UF HR Benefits Office for assistance. 
6. Click the Ok button on the Save Confirmation page.
7. Click the Dependent Beneficiary Detail link.
8. Click the Change Beneficiaries Allocations link to return to the plan’s main page.
9. Click on the selection box next to the name of the new or existing beneficiary.
10. Allocate percentage amount for each beneficiary in new primary or new secondary allocation column.
11. Click the Update Totals button to verify the allocations equal 100%. Click Save. 
12. Click the Ok button on the Save Confirmation page. 
13. Click the Insurance Main link and review covered beneficiaries. 
14. Click the Benefits Summary link to return to the Benefits Summary page.
[bookmark: _Toc241213409]For Additional Assistance: 
[bookmark: _Toc241213410]Technical Issues
The UF Computing Help Desk
352-392-HELP
helpdesk.ufl.edu 
[bookmark: _Toc241213411]Policies and Procedures
Benefits 
(352)392-2477
benefits@ufl.edu 
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