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BenefitsCONNECT Webinar Handout for 4/29/09
SPECIAL TERMINATION SITUATIONS
Below are directions for special employee termination and benefit terminations in Benefits CONNECT.
Step 1
Choose "Edit Employees" from the "Employee Administration" menu in Benefits Connect. Search for the employee you wish to change in the system. Go to "Personal Information" and then choose "Status" from the menu options for this employee. 
Step 2
Change the "Employee Employment Status is currently" from Active to Terminated.  Below that choose the reason the employee has terminated in the “Reason for Status Change” dropdown menu.

Step 3

Enter the date the employee is terminating employment in the “Status change Effective Date” blank in mm/dd/yyyy format.

Step 4

Enter the final payroll date information into the blanks for the employee.  This information is required for communicating correct Flexible Spending Account information to COBRA vendors. You may also wish to enter a date into the “System Access Expiration Date” blank.  However, this is optional.

Step 5
Check the “yes” radio button next to “Do special termination circumstances or severance apply?” Next, enter exactly what you would like Apprize to communicate to your cobra vendor in the “If yes, enter severance instructions:”
Step 6
Click the orange “Save” button at the bottom of the screen.  If the employee has current benefit elections you will see a box pop up that asks if you wish to provide termination dates for this employee’s benefits.  Click “OK” to continue.  If the employee is not currently enrolled in any benefits you have completed the termination process and no further action is needed.

Step 7
Clicking “OK” takes you to the Terminate Plan Elections screen for the terminated employee.  In the “Termination Date” box enter the date that each benefit should be termed.  For example, for medical this may be the last day of the month but for short term disability it is generally the date the employee is terming.  DO NOT check the “Delete Election?” box.  This will delete the entire election for this employee and remove it from their enrollment history, thus showing the employee was never enrolled in the benefit in the Benefits CONNECT system.
Step 8
After you have entered the correct term dates for each benefit the employee is enrolled in click the orange “Save” button.  This will take you back to the main menu for this employee.  You have now completed all the steps necessary for an employee termination.
KEY TAKEAWAYS 
· Remember that terming an employee and terming their benefits is a 2 step process.  The system will never automatically terminate benefits just because an employee’s status was changed to “Terminated.”

· The most frequently made error when terming an employee is not also terming their benefits.

· The severance instructions need to be verbatim what you would like Apprize to communicate to your cobra vendor. 

· Make sure you click the Save button after entering the information on each page.

· Do not use the “Delete Elections?” checkbox to terminate elections for employees.  This completely removes the election from the system back to the original plan effective date, making it appear that the employee was never enrolled in the benefit.
NOTES:

