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Update an Existing Beneficiary 
 
This guide shows how you (as a member or pensioner) can update an existing beneficiary. These changes to your beneficiaries will 
supersede any previous designations. Therefore, if you want to designate more than one beneficiary, you must include all of them before 
you submit your updates. You can change the beneficiary designation for your death benefit at any time. 
 
When you become a member of NYSLRS, you designate one or more beneficiaries on your membership application. These beneficiaries may 
be entitled to a benefit upon your death. Since payment is made to the last beneficiaries you designate,  it is important to periodically 
review your beneficiary information to make sure your designations reflect your desires. 
 
You may designate any person, trust or organization to receive your ordinary death benefit — it does not have to be a family member.  
 
There are two kinds of beneficiaries — primary and contingent. 
 
A primary beneficiary is the person who receives your death benefit. If you name more than one primary beneficiary, each will share the 
benefit equally, unless you indicate specific percentages totaling 100 percent are to be paid (e.g., John Doe, 50 percent; Jane Doe, 25 
percent; and Mary Doe, 25 percent). 
 
A contingent beneficiary will receive your death benefit only if all the primary beneficiaries die before you. Multiple contingent 
beneficiaries will share the benefit equally, unless you indicate specific percentages are to be paid.  
 
If you choose not to submit your beneficiary designation through Retirement Online, you will have to mail your beneficiary designation to 
NYSLRS. No change becomes effective until we have received and approved your completed form. Please note that we must reject any 
Designation of Beneficiary form we receive after a member or pensioner dies — even if the form was properly completed prior to their 
death.
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Step Action 

1. On your Retirement Online 
Account Homepage, scroll 
down until you see the 
‘My Account Summary’ 
section.  
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Step Action 

2. In the ‘My Account 
Summary’ section, under ‘I 
want to…,’ click the View 
and Update My 
Beneficiaries button. 
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Step Action 

3. The Your Current 
Designated Beneficiaries 
page will appear, review 
your current beneficiaries. 
If changes are needed, 
scroll down to reach the 
Update Beneficiaries 
button.  
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Step Action 

4. Click the Update 
Beneficiaries button.  
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Step Action 

5. The Choose the Benefit 
Type to Update page will 
appear, select the 
appropriate Beneficiary 
Type option. 

 
 
Note: This option may not 
appear for all users, this 
will appear for users with 
the option to select the 
type of beneficiary to 
update.  

  

6. Click the Next button.  
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Step Action 

7. The Your Current 
Designated Beneficiaries 
page will appear. Scroll 
down until you see the 
‘Beneficiaries’ section.  
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Step Action 

8. Click the Update 
Information link next to 
the beneficiary you want 
to update.  
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Step Action 

9. The Beneficiary 
Information page will 
appear, in the ‘Beneficiary 
Name’ section, click in the 
Last Name field and delete 
the last name, if 
applicable. 

 
 
Note: Only fields that are 
not grayed out can be 
updated. If this 
information needs to be 
changed, remove the 
beneficiary and add a new 
record with the correct 
information or contact 
NYSLRS. 
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Step Action 

10. Enter the new last name in 
the Last Name field.  

 
 
Note: You must have a 
beneficiary last name on 
file.  

 

11. Scroll down until you see 
the ‘Beneficiary Contact 
Information’ section. 
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Step Action 

12. If your beneficiary has 
moved to a different 
country, click in 
the Country field and 
enter the new country of 
the beneficiary. 

 
 
Note: You may click the 
Look Up icon next to the 
Country field to view a 
listing of countries. 
 

 
 

 

13. Click the Edit Address 
button to update the 
address. 
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Step Action 

14. The ‘Edit Address’ pop-up 
will appear, update 
address information as 
needed.  

 

15. Click the OK button once 
the updates are 
completed. 
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Step Action 

16. In the ‘Beneficiary Tax 
Information’ section, 
select the Tax ID Type. 
drop-down to select a tax 
ID type. 
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Step Action 

17. Click in the Tax ID field and 
enter the Tax ID of the 
beneficiary. 

 
 
Note: This field is only 
required if the Tax ID Type 
drop-down is set to Social 
Security Number.  
 

 

18. Once all updates are 
completed, click the Save 
button to continue.  
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Step Action 

19. A ‘Message’ pop-up may 
appear. Based on the 
address you entered for 
your beneficiary, 
Retirement Online will 
suggest an address 
formatted to the United 
States Postal Service 
(USPS) specifications or let 
you know that an address 
was not found. If a USPS-
formatted address is 
found, clicking the Yes 
button will update your 
beneficiary’s address with 
the suggested address. 
Clicking the No button will 
keep the address you 
entered for your 
beneficiary. 

 
 
Note: If an address was 
not found, click the Yes 
button to continue or click 
the No button.  
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Step Action 

20. A ‘Message’ pop-up will 
appear.  It will ask you if 
you are sure you want to 
save these changes to this 
beneficiary's information.  
To save the beneficiary’s 
information, click the Yes 
button.  
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Step Action 

21. The Your Current 
Designated Beneficiaries 
page will appear. Scroll 
down until you see the 
‘Beneficiaries’ section.  
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Step Action 

22. Scroll over until you see 
the Beneficiary Type drop-
down.  
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Step Action 

23. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If changes are needed, 
update the Beneficiary 
Type and Percentage of 
Benefit fields. 
 
 
Note: See the first page of 
this guide for an 
explanation of primary and 
contingent beneficiaries.  
 

 

24. Click the Next button to 
continue.  

 

 
  

 24 
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Step Action 

25. The Beneficiary 
Designation Review page 
will appear, click the 
Additional Information 
About Beneficiary 
Designation link. 

 
 
Note: You will receive an 
error and will not be able 
to continue with modifying 
your beneficiaries unless 
you click this link. 
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Step Action 

26. The Why Should I 
Designate a Beneficiary? 
page will appear in a new 
browser tab. Please read 
through this information . 
You will need to scroll 
down to read all of the 
information. 

  
 

27. When you are finished, 
click the Close (X) button. 
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Step Action 

28. The Beneficiary 
Designation Review page 
will appear, scroll down 
until you see the ‘E-
Signature’ section.  
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Step Action 

29. Review the submission 
agreement, check the box 
next to ‘I certify that the 
information…’  

 

  

30. Scroll over until you see 
the Submit button.  

 

 29 
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Step Action 

31. Click the Submit button. 
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Step Action 

32. The Confirmation page will 
appear, click the Close 
button. 
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Step Action 

33. The Retirement Online 
Account Homepage will 
appear.  
 
You have now completed 
updating a beneficiary in 
Retirement Online. 

  

 

 


