
How do I change my beneficiary designations?
You are entitled to great benefits through your employment with the City of Tacoma. Some of
these benefit programs are administered by the City, some are through other agencies or third-
party administrators, and some may be through a union affiliation. It is important to keep them all
up-to-date. Don’t forget that you may also have personal life insurance policies or retirement  
accounts outside of the City that you will need to update. With information listed across these various benefit
programs, you may need to go multiple places to review the information and make any needed changes.

Contact information/numbers for plans offered by the City:

City Life Insurance Policies 

Log in to Employee Self Service (ESS) (See the instructions on the next page or the Benefits website). Contact the 
Benefits Office if you need further assistance at Benefits@tacoma.gov or 253-573-2345. 

City Pension Plans

Tacoma Employees’ Retirement System (TERS) Participants
Complete a TERS Beneficiary Designation Form which can be found on the City’s intranet site under Retirement/ 
Quick Links. You can also contact the Retirement Office at 253-502-8200 or at TERSretirement@tacoma.gov.

LEOFF Plan Participants
Update your beneficiary information online at drs.wa.gov/oaa or contact the Department of Retirement Systems 
(DRS) at 800-547-6657. 

Railroad Retirement Participants
As a federal program, Railroad Retirement benefits are administered similarly to Social Security, and you 
do not identify beneficiaries to be on file. You can contact the Rail Retirement Board if you have 
questions at 877-772-5772 or visit rrb.gov. 

City Health Savings Account (HSA) (If you have a High Deductible Health Plan with the City) 
Log in to the online member portal at myhealthequity.com, go to the My Profile section and follow the 
directions. You can also contact HealthEquity 24/7 at 866-346-5800. 

City Deferred Compensation Plans 

MissionSquare
You can view and change your beneficiary information online through the MissionSquare employee portal at 
https://www.msqplanservices.org/myplan/302010. Our MissionSquare representative, Gabe Zamacona, can be 
reached at gzamacona@missionsq.org or 202-759-7284. 

Nationwide
Log in to the Nationwide employee portal at nrsforu.com. Our Nationwide representative, Michael Ferguson, 
can be reached at m.ferguson@nationwide.com or 509-385-7825. 

City VEBA 

Log in to HRA VEBA at www.hraveba.org, click My Profile and click the Beneficiaries tab. You can also contact 
HRA VEBA at 888-659-8828. 

Union Sponsored Supplemental Pensions or Life Insurance Benefits 

Contact your local union representative for information, if applicable. 



ESS Tutorial: Life Insurance Beneficiary Change
How To Change Your Life Insurance Beneficiary in ESS
Log in to Employee Self Service (ESS) through Gnet or Unet, or by 
going to tacoma. /ESSfrom any computer with internet access. 
If you have difficulty logging in to ESS, contact the IT Service Desk at 
(253) 591-2057 during regular business hours.

Note: Recommended browser is Microsoft Edge

A) Select Step 2 Dependents and Beneficiaries to add or change the names on your dependents and
beneficiaries list. If the person you want to use as a beneficiary is already on this list, you can skip
this step and proceed to Step 4 Insurance Plans.

B) From the Anytime Changes screen,
Select the pencil next to Basic Life
to change your beneficiary.

C) This screen allows you to designate/change the 
percentages for each of your beneficiaries. Enter
the percentage you wish to go to the beneficiary
listed. Each column must total 0 or 100. After
updating, click the Add button.

Follow these easy steps:

Log-in through Gnet or Unet or from your home
computer and most devices at tacoma.g /ESS.
Select the Benefits link.
Select the Allowable Midyear Benefits Changes link
and follow the steps below.

Per City of Tacoma Information
Technology Policy 4.1, “Employees shall 
not share their user ID or password with 
any other person”.

Continue to Next Page to Save 
Changes



D) Once you’ve made your changes and clicked Add, proceed to Step 5 Review and Save.
E) Review your Plans to Be Changed, and if everything is correct, click the button that says ** Click here to SAVE your

elections **.

F) At this time, you 
may wish to print
a complete
Benefits Summary
or just review your 
benefits online
through the
Participation
Overview option.

If you are finished, Log off

Your Benefit Resources 

Questions? Contact the Human Resources Department Benefits Office at benefits@tacoma. or 253-573-2345. 

Benefit Plan Information and Resources: Visit tacoma.g /benefits 

Review Plan Elections/UpdateYour Personal Information, Dependent Social Security Numbers, and Life Insurance Beneficiaries: 
Log in to tacoma. /ESS 

Forgot Your Login or Password? Contact the IT Service Desk at ITServiceDesk@tacoma. or 253-591-2057 during business hours 
(Monday – Friday 7:30 a.m. – 5:30 p.m.). 


