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You can add or change information connected to your beneficiaries, dependents, and 

emergency contacts at any time.  

Updating Beneficiary Information 

Access to beneficiary information is located in the Benefits worklet. 

 

Under Change, click on Beneficiaries. 

 

You will be able to see your current beneficiary or beneficiaries listed, along with the benefit 

elections for which they are designated as beneficiaries.  
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You can change their basic information, including address and phone number, by clicking on the 

“Edit” button at the right. To add a beneficiary, click on the Add button at the top of the screen. 

OR  

Adding a Beneficiary: Select whether you are adding a new person or new trust, or if you are 

going to designate an existing dependent or emergency contact to also be a beneficiary. 

 

Note: Adding a new person or trust will require that you provide basic information, such as legal 

name, relationship, and contact information. 

Once someone has been added as a beneficiary on your Workday profile, you may then 

designate them as the beneficiary for a specific benefit (like your retirement plan) using the 

Benefit Change process. (See the Benefit Changes job aid for details.) 

Updating Dependent Information 

Access to dependent information is located in the Benefits worklet. 
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Under Change, click on Dependents. 

 

You will be able to see your current dependent(s) listed, along with the benefit elections for 

which they are designated as dependents. Clicking on the Edit button to the right side of the 

page will allow you to update the dependent’s information as needed. 

 

If you do not have any current dependents listed, you can add them using the Add button. 

 

Note: Adding a new dependent will require that you provide basic information, such as legal 

name, date of birth, and contact information. 

Once someone has been added as a dependent on your Workday profile, you may then 

designate them as the dependent for a specific benefit (like your medical plan) using the Benefit 

Change process. (See the Benefit Changes job aid for details.) 
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Updating Emergency Contact Information 

Access to emergency contacts is located in the Personal Information worklet. 

 

Under Change, click on Emergency Contacts. 

 

You will be able to see your current emergency contact(s) listed. You can change existing 

contacts or add additional contacts using the “Edit” button. 
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From the Change My Emergency Contacts screen, you can modify existing information by 

clicking directly on the area you want to change – it will expand and allow you to update it. You 

may include up to 2 phone numbers for each contact.  

If you want additional emergency contacts, scroll to the bottom of the screen and click on “Add” 

under the Alternate Emergency Contacts section. The box will expand and you can enter 

secondary contact information. 

 

Note: If you would like to move a secondary contact into the primary position, you can do so by 

checking the “Mark as Primary” box.  

 

To remove an alternate emergency contact, use the “X” icon on the upper right-hand side of the 

contact information box. (If you want to remove the primary emergency contact, you must first 

designate another primary, then you may remove them once they are an alternate contact.) 

 


