Terminating Insurance for a person

1. From the left side menu bar, choose “Insurance”
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2. Onthe Insurance Maintenance screen search for the person that insurance needs to be terminated for. Once, you
have found them, click on their Retiree Insurance ID.
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Plan D - . Status | vl
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3. Onthe Retiree Insurance Maintenance screen, in the End Date box, enter the date you would like to have the
insurance terminated and click save. (Note: If the date is entered as a date after the 16™ of the month in which you are
making the change, the termination will not be effective until the following month). The status will not change to
Inactive until the batch runs.

Retiree Insurance Maintenance

Organization Information

Organization 1D : Organization Name :

Ingurance Details

* Person D : Person Mame:
* Insurance Organization : Insurance Organization 1D :
*Plan D : 5130/823.00 Plan Description :

* Current Rate : 3828.00

* Effective Date : 081072020 End Date : [ [E[EAE] E)

Status : Actve Retiree Insurance [0 : 23708



