City of San José
Guide for Updating Your Beneficiary

Step 1: Follow the instructions below for how to log in to the portal site.

Open the online portal site at:
https://standard.benselect.com/sanjoseca

Benefits Enrollment

e Your User name is your employee
ID number or your Social Security
Number.

e Your personal identification
number (PIN) when you first log in
is the last four digits of your SSN

nariwrorionill NV Ny followed by the last two digits of
\e= your birth year.

Home Me & My Family ~ My Benefits ~ Sign & Submit Logout change MY PIN

Change MY PIN e [fitisyour first time logging in,
you will be prompted to change

Your PIN (Personal Identification Number) is the secret code you use to access the system. Entering your PIN is the
equivalent of your digital signature yO ur P | N .

Please change your PIN. You may choose any combination of letters and numbers.

e You will enter in your PIN of

New PIN: ssessses
choice that meets the listed
o ey, T criteria, answer a security
secury Questions question and enter in your email

address.

To complete your PIN change, select a security question, answer it and provide your email address. This will allow you
to reset your PIN if you forget it.

e Once you have entered your

SE'EE"] ﬁzzgnw What city were you bom i ¥
oo [ information, press the ‘Save New
Pin’ button. You will then be
Freiidies: | pnesmin@est.com brought to the Introduction and
Confirm Email: | janesmith@test.com Information Screen.
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https://standard.benselect.com/sanjoseca

Step 2: To change your beneficiary, select ‘Change my beneficiary’ on the right hand side of the home
screen.

Summary

TheStandard §

CAPITAL OF SILICON VALLEY

Home Me & My Family ~ My Benefits - Sign & Submit  Logout

B What would you like to do?

Welcome Back, Test . Complete my ECI

= Change my beneficial Y
For most benefits, your open enroliment is the only time of year you can make changes in your benefits unless you . Review my elections

have a qualifying life event. - Change my benefits due to a qualifying
lite event

+ Review forms that | signed
- Find a document or form

Summary of Benefit Elections:

+" Your Benefits

» Change my PIN
" - $10,000 $0.00 ($0.45 pending) after-
Additional Life Plan 3. Vantage requested o
Additional AD&D Plan 3.
Vantage $10,000 $0.10 after-tax
$0.10 total
+ $0.45 pending

Continue to review personal information and begin enroliment m
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Step 3: From this screen you will be able to add a new beneficiary by selecting the + icon, or if your
beneficiary is already listed, you can select the beneficiary of your choice on this screen.

Beneficiary: Additional AD&D Plan 3, Vantage

A beneficiary is a person, trust, or organization to whom benefits will be paid. A contingent beneficiary will receive benefits if your primary beneficiary is no longer living at the time
of your death

+ Check the box next to the name of each beneficiary you wish to assign
+ To add a beneficiary to the list, click the Add button,
- You may adjust the percentages assigned to each beneficiary, as long as the percentages add up to 100%

Mrs Employee Spouse Il 0.00% | 000% &%
Mom Employee Parent w1 100.00% | 000% £ %
< >
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Step 4: Confirm your beneficiary designations by entering your PIN as shown below. After selecting the
check mark, your beneficiary has been updated and you may log out.

TheStandard § CITY OF m
SAN JOSE 9

CAPITAL OF SILICON VALLEY

Home Me & My Family ~ My Benefits ~ Sign & Submit Logout

Life Event: Please Confirm

By entering my PIN below, | am formally changing the beneficiary information on the specified life and/or disability plans

LU -

Reason for change: Beneficiary change
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