Guide to Beneficiary Designation in M1l HR Self-Service

No need to complete a paper form, update your beneficiary forms online for your employee last check
benefit & employee life insurance. You may also contact the M1 HR Service Center 877-766-6447 for
assistance with the online process.

1. Using Internet Explorer enter www.michigan.gov/selfserv on your address bar:
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2. After arriving at the Ml HR Gateway - Ready to Login Page you will need to choose either Self-
Service from work or Self-Service from home depending on your location. (Circled in red
below)
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3. After choosing either the from work or home option the following pop-up box will appear,
choose OK.
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4. You will then be prompted to login to MI HR Self-Service. Your username will be your "h" ID,
if your ID number is only 6 numbers make sure to enter the number zero after the h. Your
system-generated password is 8 characters and consists of a combination of letters, numbers,
and possibly a symbol. If you need password assistance, please contact the Ml HR Service
Center at 877-766-6447.
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5. After logging in you will be taken to the home screen where on the left hand side you will need
to select Benefits. (circled below in red)
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6. And then select Beneficiary. (circled below in red)
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7. From this screen you can choose to add Individual beneficiaries or a trust by selecting one of
the boxes circled in red below.
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8. After selecting either Individual or Trust a green detail box will display on the right side. Within
the green detail box you will want to add as much information as possible about your
beneficiary, however you must complete all fields with a red star. After completing the
necessary information use the green scroll bar on the right side and click the submit button to

enter your information.
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9. After entering your beneficiaries information it will display as such. You may continue to add
more than one beneficiary keeping in mind that you are limited to naming only one primary and
one contingent beneficiary unless children are named. If children are designated those listed will
share the benefit equally.
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10. Once you have completed your beneficiary designation for the LAST CHECK plan, you must
complete the same steps for the STATE 2X EMPLOYEE LIFE plan.
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Once you have completed all of these steps all of your beneficiary designations are saved, and there is
no need to submit further documentation.

If you need assistance with any of the above steps please contact the MI HR Service Center at 1-
877-766-6447.



