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This guide outlines how to update life insurance beneficiaries within Benefitfocus, the benefit administration 
platform for SoWashCo Schools. 
 
How to Update Life Insurance Beneficiaries 

1. Visit https://www.sowashco.org/ 
2. Select Staff dropdown menu  
3. Click ClassLink 
4. Login using ClassLink details 
5. Click the Benefitfocus Icon 

 
 
 
 

NOTE: For assistance with ClassLink login, please contact IT at 651-425-3000.  
 

6. Once logged in, you will see a personalized welcome page. From this page, you can access benefit plan 
information, reports and enrollment details at any time throughout the year. To begin the process of 
updating your beneficiaries, select View benefits on the Welcome back banner.  

 
 

7. Scroll down to Your Life coverage. Select  to update beneficiary information. 

 

https://www.sowashco.org/
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8. You will be directed to edit/add beneficiary information. If adding a beneficiary, click Add Beneficiary or 
edit current beneficiaries as needed. If you select Add Beneficiary, you will be prompted to add their 
details on the next screen. 

 

 
 

9. Select the Beneficiary Type. Choose from Person, Organization, or Trust then click Next. 

 

10. After naming your beneficiary, check the box in the Use column to select them. Choose either Primary or 
Secondary (Contingent) from the Beneficiary Type dropdown menu. Then enter the Allocation 
Percentage. Click Add Beneficiary to include another or click Next to proceed. 

 

NOTE: The allocation percentage must equal 100% across all primary beneficiaries; the allocation 
percentage must also equal 100% for secondary beneficiaries. 
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11. After adding your beneficiary information, you will arrive at the summary page. Locate the Life Insurance 
section and click Show Details to review your beneficiaries. If you need to make additional changes, 
click Edit next to the beneficiaries. 

 
 

12. Once you have verified the information, scroll to the bottom of the page and click Save. 

 
 

13. On the next screen, click Save changes. 

 
 

14. After saving, you will then see a screen that confirms you have successfully updated your beneficiaries. 
Click Continue to next page to return to the welcome page. 

 

 


