
 
 

Terminating Insurance for a person 

1. From the left side menu bar, choose “Insurance” 

 

 

2.  On the 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. 

 

 



 
 

3.  On the 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 16th 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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


