
HOW TO ASSIGN BENEFICIARIES

IDB RETIREE SELF-SERVICES

User Guide for PC/Windows



Objective

 To assign beneficiaries to the retiree’s Life Insurance Plan 

through the Retiree Self-Services. 
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Instruction View

1) Go to My Services and .

2) Click                           .   .



Instruction View

3) Go to “Benefits Overview” and click

“Beneficiary Designation”.

(You can also click on the star         to add 

“Beneficiary Designation”, which can be found on 

the first page of your Retiree Self-Service right 

below “My Services”). 

4) You will receive a message containing the 

Terms and Conditions of the beneficiary 

designation. Read the Terms and Conditions and 

click              to proceed. 
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Instruction View

5) Click        to view the 

page of your beneficiaries.  

6) Click 

7) Click              and                  

select                       to add a 

beneficiary. 
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Instruction View

8.1) Go to “Name”.

8.2) Click “First Name”* and 

write the first name of the 

beneficiary.

8.3) Click “Last Name”* and write 

the last name of the beneficiary. 

9.1) Go to “Date of Birth”*.

9.2) Click on the        icon found 

on the field of “Date of Birth” and 

select the date of birth. 

9.3) Select the gender of the 

beneficiary. 

8.2)

8.3)

9.2)

9.3)

*Fields with asterisks are mandatory.
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Instruction View

10.1) Go to “Other Personal 

Data”.

10.2) Display the menu found on 

the field “Nationality” *      and 

select the nationality          of the 

beneficiary. 

11) To save all the information, go 

to the top of the page and click 

“Save and Back”. 

*Fields with asterisks are mandatory.
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Instruction View

12.1) Click “Insurance 

Plans”          to view the 

details of your “Retiree 

Life Insurance”.  

12.2) Click on the        

icon.  

12.1)

12.2)
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Instruction View

13.1) Scroll to the 

percentages of each 

beneficiary found under the 

column “Primary 

Percentage”. Assign the 

desired percentage to your 

beneficiary. Always make 

sure the total is 100.

13.2) Click            to 

proceed. 

13.1)

13.2)
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Instruction View

14.1) Click “Savings 

Plans”       to view the 

details on “Staff 

Retirement Plan”*.

14.2) Click on the       

icon.

14.2)

14.1)

*Staff Retirement Plan is only available for internationals
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Instruction View

15.1) Scroll to the 

percentages of each 

beneficiary found under the 

column “Primary 

Percentage”. Assign the 

desired percentage to your 

beneficiary. Always make 

sure the total is 100.

15.2) Click           . 

15.1)

15.2)
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Instruction View

16.1) Click          .

16.2) Click                .             16.1)

16.2)
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Instruction View

17) On the top of the page, 

you will see a message 

stating that your changes 

saved successfully. Verify if 

the summary of your 

benefits are correct. 

18) To go back to the main 

menu, please close the 

window by clicking on the                           

icon.              
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Need help on how to access or navigate

your Retiree Self-Services?
More user guides and video tutorials at:

www.iadb.org/RetireeSelfServices

Recommended browsers: 

Internet Explorer for PC/Windows

Safari for Mac/Apple

http://www.iadb.org/RetireesSelfServices

