Adding/Updating a Wage Beneficiary

(Updated 9/25/2025)
Q' The UNIVERSITY of OKLAHOMA

What is a Wage Beneficiary?

A wage beneficiary is the individual(s) designated to receive an employee’s earned wages in the event of their death.
Keeping this information updated ensures wages are distributed as intended by the employee.

Step How to add a wage beneficiary
1 Go to Employee Self Service System login page.
Enter your OU username/password that you use to login to your University computer.

ORACLE PeopleSoft

Access to this system from off-campus requires
MultiFactor Authentication using: Ping

Click here to register for Ping

Click here o learn more it OU's MultiF: r Authentication
tequirements.

User ID

Password

Select a Language

English v ‘

[0 Enable Screen Reader Mode

2 Ensure sure you're in the Employee Self Service section in the top left corner. If not, click the down
arrow and select it. Then click on the Payroll icon.
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Payroll Personal Details Benefit Details
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® Last Pay Date 06/27/2025
3 Click the OU Wage Beneficiary icon.
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Payroll

Paychecks OU Wage Beneficiary W-2/W-2¢ Forms Voluntary Deductions - HC Only Direct Deposit
Pay Date 0612712025
= Net Pay [ @ 1
= : Taxes S w2
Deductions p — [ Account
Total Gross
2024 W-2 Form available No Deductions Updated 41/152024
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A box will appear stating the primary allocation percentage is below 100%. Click “OK”. Another box will
appear stating the contingent allocation percentage is below 100%. Click “OK”
Then click “Add Beneficiary Contact”

Primary Allocation Percentage below 100 percent. (0-1)

@ Note: Primary vs. Contingent Beneficiaries
e Primary Beneficiary — The first person or persons designated to receive your wages in the event
of your death. They have first rights to the benefit.
e Contingent Beneficiary — The backup person or persons who receive your wages if all the
primary beneficiaries are no longer alive.

Enter required information
I}eneﬁciaw Contacts
Beneficiary Contact Detail

Address and Telephone

Beneficiary Name

ip [ Other ~|
Cprimary [ Contingent Allacation Percentage |
Beneficiary S5N | Date of Birth| £l

[ contact has the same address as the employee

[ contact has the same telephone number as the employee
Address
Country United States Change Country

Address

Primary Phone Number

Telephone | Extension |

Other Telephone Numbers
Phone Numbers

*Phone Type Phone Number Extension Delete

| Save

* Required Field
Return to Benficiary Contacis

Click “Save” when done.
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¥ Note: Allocation Percentages
e If either the Primary or Contingent percentage is above 100%, a message will appear.
Message

Primary Allocation Percentage (30002 ,44)

Primary Allocation Percentage cannot exceed 100 percent across all Primary Beneficiary Contacts.

Click OK to continue.

e When adjusting percentages on the page, if the primary or contingent percentages equal more
than 100%, the message will pop up at time of saving and the unbalanced boxes will turn red.

[ A A
sficiary, your surviving spouse, or if there is no surviving spouse, your
ir . wicns i TE
all Message
P

el Primary Allocation Percentage (30002.44)

Primary Allocation Percentage cannot exceed 100 percent across all Primary Beneficiary Contacts.

! OK |
:lmqm!rm-m.

Allocation

Beneficiary SSN  Beneficiary DOB o i Relationship Edit
10000 XXIXX/1962 E o< &
0000 XXIXX/1999 ST other V4

Click OK to continue.

Please note: The total percentage allocated to primary beneficiaries must equal 100%, and the total
for contingent beneficiaries must also equal 100%.

Tips & Reminders

e Review beneficiary information after major life events (marriage, divorce, new child, etc.).

e Double-check spelling and contact information.

e Contact payroll@ou.edu (for Norman employees) or payroll-services@ouhsc.edu (for Health
Campus employees) for assistance.
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