
All LANS employees must designate at least one beneficiary for their
insurance elections. This task is done using LANL Worker Self Service.

To complete this process online, you must have a CRYPTOCard and a
Social Security Number for any beneficiary.

If you do not have a CRYPTOCard, please use LANL Form 1938.

You will need the following critical pieces of information
about each of your beneficiaries:

1) Relationship to you
2) Legal name
3) Address (if different from yours)
4) Social Security Number of any beneficiaries

Preparation

Overview

Log In

First, go to http://startyourday.lanl.gov.
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http://enterprise.lanl.gov/forms/1938.pdf
http://eia.lanl.gov/startyourday.shtml


Click Oracle
Applications -
Web

Log in to Oracle using
your Z number and
CRYPTOCard passcode.
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Review Family Members
and Others

Your beneficiaries are most likely to be family members or
contacts, who may already be in the Oracle system.
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Click the LANL
Worker Self
Service Link

Finally, click the
Benefits link.



Then review the
list of people.
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On the current Benefits
page, scroll to the bottom...

...and click the Add
Beneficiaries button.
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Add a Beneficiary

After clicking the Add Another Person link, add your new
beneficiary by filling out the required fields, which are
marked with blue asterisks. Use other fields as necessary.

If your beneficiaries
are listed, click here
and proceed to the
Designate Beneficiaries
section of this tutorial.

If your beneficiaries are not
listed, click here and proceed
to Add a Beneficiary below.
This will create a contact.

Note: If you would like to
designate a trust, organization, or
your estate as a beneficiary, click
the Manually Designate Beneficiary
button and complete the form.

If your beneficiary’s Social Security
Number is not listed, please contact
HR Benefits at 7-1806 to add the
number. Please do not use the Add
Another Person option.
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Click the Save button.

Note: If you get an error message saying the
person’s SSN may already exist in the system,
please call 667-1806 for assistance.

Repeat these steps for
each new beneficiary
you wish to add.

If the person lives with you,
click the “This person lives
with me.” check box.

Note: After you type the city name and press
Tab, the system displays a dialog box with one
or more items. Click the radio button to the left
of the correct city; then click the Select button.
The system fills in State, County, and Country.



Designate Beneficiaries

After you have reviewed or added your beneficiaries, you must
designate the percentage of your benefits each person receives.
To begin, click the Designate Beneficiaries button.

7

Then click the
Submit button.

Click the Recalculate button.

In the Primary % and
Contingent % columns,
type the percentage of
benefits each person
should receive.

In both cases, the percentages
in each column must total
100%. If you assign 100% to
one person in the Primary
column, you cannot assign any
percentage to that person in the
Contingent column. You are not
required to designate contingent
beneficiaries. Only primary
beneficiaries are required.

Primary % indicates who
inherits when you die.

Contingent % indicates who
inherits should your primary
beneficiary die before you do.
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Other Activities

If you need to update a beneficiary’s information,
please contact the HR Service Center at 7-1806 or
benefits@lanl.gov.  Please do not send Social
Security Numbers through electronic mail.

If you need to designate a legal entity (e.g. a
trust or organization) as a beneficiary, please
use the Manually Designate Beneficiaries form
(LANL Form 1938).

Need more help? Contact
the EIA Consultants at
eiaconsult@lanl.gov or
5-4444, option 2.

http://enterprise.lanl.gov/forms/1938.pdf

