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First-Time Login Instructions 
 How to Add and Update Beneficiaries for Life and Optional Life 

Employee Self Service 

Employees will complete these steps to add and/or update beneficiaries in STARS Employee Self Service for their 
Basic Life Insurance and Optional Life Insurance plans. Note: A person may be on the beneficiary list, but not be a 
beneficiary of either Base Life or Optional Term Life unless officially attached to the plan. For Spring 2020 IFAS to 
STARS conversion - although your beneficiaries did not transfer over from IFAS they are still valid. You do not have to 
enter information in STARS unless you want to update your current beneficiary information. 
 
Employees are not to overwrite an existing dependent or beneficiary’s information with that of a new or different 
person. Always add a new record to add a new person to your beneficiary list (as shown below). Only update 
information for a person already listed.  
 

Step Action 

1  Log in to STARS here using your employee ID and password. 

2  

The Employee Self Service page displays.  
Click the Benefit Details tile. 
 

 
 

https://hcmprod.erp.hctx.net/
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Step Action 

3  

The Benefit Details page displays.  
Click the Benefit Summary tile.  

 
 

4  

The Benefits Summary page displays. This page displays a tile for each benefit, and 
this where you can update your beneficiaries.  
 
Note: This page displays your benefits based on the date entered in the My Benefits 
On field. You may change this date and click the Refresh button to apply the new 
date if there have been updates to your benefits as of a certain date.  
 
To update beneficiaries, click on the type of benefit you want to update. You can only 
update Life and Optional Life benefits.  
 

 
 



 
 

3 
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Step Action 

5  

The Benefit Summary page for the selected benefit displays.  
 

 
 

6  
Click the Add Beneficiary button to add the information for a new beneficiary that is 
not already listed on the page.  
If you do not need to add a beneficiary, skip this step, and proceed to step 8. 
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7  

The Update Individual Dependent/Beneficiary Information window displays.  
 
Complete all fields and click the Save button to save the changes and close the 
window.  
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Step Action 

8  
Click the Update Beneficiary Designation button to edit the benefit designation for 
existing beneficiaries.  
 

9  

The Update Beneficiary Designation window displays.  
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10  

To determine the allocation, you may select either Percent or Flat Amount for the 
primary and secondary allocations. If you select Percent, you will enter percentages 
for each beneficiary’s allocation. If you select Flat Amount, you will enter a specific 
dollar amount for an allocation.  

 
 
Note: The primary beneficiary/beneficiaries should be the person(s) you want to 
receive your benefit upon your death. If you list more than one primary beneficiary, 
the life insurance amount will be split according to the percent or flat amounts you 
specify.  
You do not have to list secondary beneficiaries. Secondary beneficiaries receive your 
life insurance benefit upon your death if your primary beneficiary predeceases you. 
Similarly, your secondary beneficiaries will split the life insurance amount according to 
the percent or flat amounts you specify.  

11  

Enter the allotment in the New Primary Allocation field and the New Secondary 
Allocation field. The names of these fields vary based on the allocation method you 
chose.  

 
 
Verify that the total for primary and secondary allocations equal 100% or the total 
dollar amount of the benefit. If a listed beneficiary should not receive any of the 
benefit, leave the entry in these fields as 0. 

12  

Click the Save button.  
A window displays to confirm the changes have been saved. Click the OK button to 
close the window.  

 
Your changes will display on the benefit page.  



 
 

7 
 

First-Time Login Instructions 
 How to Add and Update Beneficiaries for Life and Optional Life 

Employee Self Service 

Step Action 

13  

Click the X button to close the benefit page.  
 

 
 

14  
To update beneficiaries for other benefits, repeat steps 4-13 for the other benefit.  
Remember – you can only update beneficiaries for Life and Optional Life benefits.  

15  You have successfully updated your beneficiaries in the STARS system! 
 

 

 

 

 

 


