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Termination (TER)

Concept

Run the Ben Admin Activity report to identify open benefit events that need processing. This
report should be run at least on a weekly basis.

Use the process to finalize termination (TER) benefit events that will terminate benefits coverage
for employees who are no longer employed.

TER benefit events are created when a Job Data row has been entered using the following
action/reason combination:

Action Reason

Data Change Benefits Termination
Retirement Early Retirement

Retirement Voluntary Retirement
Termination Death

Termination Discharge

Termination End of Appointment
Termination End of Fixed-Term Contract
Termination End Temporary Employment
Termination Failure to Return from Leave
Termination Non-Reappointment
Termination Partial/Total Disability
Termination PATFA Termination
Termination Probationary Period
Termination Resignation

Termination Soft Money Discontinuation
Termination Staff Reduction

Termination Student - Not Enrolled
Termination Student Mass Termination

Please refer to: http://www.maine.edu/pdf/Ben Termination QG.pdf

Please refer to: http://www.maine.edu/pdf/UsingUPK.pdf
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Step Action

1. Click the Benefits link.

[ Benefits|
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I+ Employee/Dependent
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I Rewiew Employes Benefits
- Enrall In Benefits
I Manage Automated

Enraliment

I Maintain Primary Jobs

- Reports

I Interface with Providers

I Manage Leave Accruals

I Track FMLA (Family
Medical Ly)

> Monitor Savings Fin
Extensions

I Benefits Billing

1> Adrriin Flex Spending Acet
us

[ Tirme and Labar

i Payroll for North Ameica
[ Warkforce Development
' Organizational Development
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I SetUp HRMS

[ SetUp SACR

I Enterprise Components
[ QuickAddress Pro Veb Int
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[ PeapleTools

[ Data Models

|- Return to Portal
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|- My Dictionary

Step Action

2. Click the Manage Automated Enrollment link.
[* Manage Automated
Enrallment

3. Click the Events link.

4, Click the On-Demand Event Maintenance link.
Cn-Dermand Event
Maintenance
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~ Revigw BAS Activity
= Update Event Status
— Undate Processing
Controls
- Find Non-
Respondents
~ Find Terminations o
Einalize
> Participant Enrallment
[+ Review Processing
Results
> Investigate Exceptions
> Maintain Primary Jobs
I Reports
I Interface with Providers
I Manage Leave Accruals
- Track FMLA (Family
Medical L)
I Monitor Savings Pln
Extensions
[ Bengfits Billing
[> Admin Flex Spending Acct
us
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1 Payroll Tor North America
[ Warkforce Development
' Organizational Development
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D Set Up HRMS
I SetlUp SACR
I Enterprise Components
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> Reporting Tools
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mmp oyee/Dependen A

Infarmation
> Review Employee Benefits
[ Enrall In Benefits
< Manage Automated
Enraliment
~ Events
— Run Autornated Event

|- My Dictionary v

On-Demand Event Maintenance
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

EmpliD: peginswith v |
Empl Red Nbr: = v

Name: begins with v |
Last Name: beging with v \
Second Name: begins with v |
Second Last Name: heging with v \
Atternate Character Names| begins with |

[case sensitive

Search ‘ Clear | pacic Gearch (B Save Searth Crteria

Hew Window | Help | &

Step

Action

5.

Enter the desired information into the EmplID field.

6.

Click the Search button.
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Hoim

E”‘” s ! E”E"!E” A Mew'Window | Help | Custornize Page |

Infarmation

|- Rewiew Employee Benefits

1> Enroll In Benefts

= Manage Automated

Enrollment Colleen Fothelp PersonlD: 0093999 BenReds: 0

- Events
- Run Automated Event Activity Date: Source:

Pending Activities: 0

EmplReds: 0
Action:

Event Status Update
Class: TER

Event Status:  Cpen for Processing

|

— Review BAS Activity . . "
_ Undfale Frert Stalus Event ID: 4 EventDate: 01/01/2008 Status: Prepared
- Update Processing

Controls
— Eind Non: L
Run Date: Deduction Annual

Respondsnis

~ Find Terminations o
Hnelie é Entered oof D

I+ Participant Enroliment

> Review Processing
Eirors a

Results

I Inve stigate Exceptions
> Maintain Primary Jobs Run Date:
I Reports

[ Interface with Providers. R |
I Manage Leave Accruals CIEEES i e Normal Processing

[ Track FMLA (Famil
Medma\Lv)( ' & save M [=] Notify

[ Monitor Savings Fin
Extensions

I Benefits Billing

I Adrriin Flex Spending Acet
us

[ Tire and Labar

I Payroll for Morth America

I Wrkforce Development

b Organizational Development

b Workdorce Monitaring

I Set Up HRMS

I SetUp SACR

> Enterprise Components

I QuickAddress Pro Weh Int

[ Reporiing Tools

I PeopleToals

[ Data Madels

|- Reeturn 1o Portal

|- My Personalizations L

| My Diclionary v

|

e Defaulls

Step Action

7. Click the Finalize/Apply Defaults option.
| O Finalize/Apply Defaults|

8. Click the Validate/Finalize button.
| validatelFinalize |
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'# MaineStreet

mmp oyee/Dependen A

Infarmation
> Review Employee Benefits
[ Enrall In Benefits

On-Demand Event Maintenance

hlewsWindow | Help | Custornize Pacy Saved

PersonlD: 0039938 BenRed: 0

+ Manage Automated
Enroliment Colleen Forhelp
~ Events
~ Bun Automated Event

Activity Date:

Processing

Source: EmplReds: 0

Action:

Pending Activities: [

= Update Event Status

— Undale Processing
Controls

- Find Non-
Respondents

~ Find Terminations o

Einalize
> Participant Enrallment
[+ Review Processing
Confirmation Staterment

> Maintain Primary Jobs
I Reports
I Interface with Providers

Event ID: 4 EventDate:

Ewent Status Update
Class: TER

Event Status:  Closed to Processing

01/01/2009 Status:  Finalized - Enralled

Frequency

Deduction Annual

Run Date:

Microsoft Internet Explorer

’f Process complated successfully, (3000,530)

The system has successfully processed His phase, ‘ou can continus to the next phase.

Results

I Manage Leave Accruals

- Track FMLA (Family
Medical L)
I Monitor Savings Pln
Extensions
[ Bengfits Billing
[> Admin Flex Spending Acct
us
[ Tirme and Labar
1 Payroll Tor North America
[ Warkforce Development
' Organizational Development
I Workforce Monitoring
D Set Up HRMS
I SetlUp SACR
I Enterprise Components
[ QuickAddress Pro Veb Int
> Reporting Tools
b PeopleTools
[ Data Models
|- Return to Portal
|- My Personalizations L]
|- My Dictionary v

[+ Inve stigate Exceptions
B save | QRetuntoSearch | [ Nality

Step Action

9. Click the OK button.

10. Note the Event Status is now Closed for Processing.

End of Procedure.

IMPORTANT: Coverage ends effective the first of the month following
termination of employment. Therefore, if the termination date is within the first
pay period of a month for a biweekly-paid employee, you must enter one-time
paysheet adjustments to withhold double their regular amounts to pay for coverage
for the entire month. Also withhold any and all arrears balances owed to UMS.
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Termination (TER)

[bookmark: pp_ref_BEFORECONCEPT]

Concept



Run the Ben Admin Activity report to identify open benefit events that need processing. This report should be run at least on a weekly basis.



Use the process to finalize termination (TER) benefit events that will terminate benefits coverage for employees who are no longer employed.



TER benefit events are created when a Job Data row has been entered using the following action/reason combination:



Action Reason

Data Change Benefits Termination

Retirement Early Retirement

Retirement Voluntary Retirement

Termination Death

Termination Discharge

Termination End of Appointment

Termination End of Fixed-Term Contract

Termination End Temporary Employment

Termination Failure to Return from Leave

Termination Non-Reappointment

Termination Partial/Total Disability

Termination PATFA Termination

Termination Probationary Period

Termination Resignation

Termination Soft Money Discontinuation

Termination Staff Reduction

Termination Student - Not Enrolled

Termination Student Mass Termination



Please refer to: http://www.maine.edu/pdf/Ben_Termination_QG.pdf
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Procedure



 





		Step

		Action



		1. [bookmark: ID0x00000002] 

		Click the Benefits link.







 





		Step

		Action



		2. [bookmark: ID0x00000003] 

		Click the Manage Automated Enrollment link.





		3. [bookmark: ID0x00000004] 

		Click the Events link.





		4. [bookmark: ID0x00000005] 

		Click the On-Demand Event Maintenance link.







 





		Step

		Action



		5. [bookmark: ID0x00000006] 

		Enter the desired information into the EmplID field.



		6. [bookmark: ID0x00000007] 

		Click the Search button.







 





		Step

		Action



		7. [bookmark: ID0x00000008] 

		Click the Finalize/Apply Defaults option.





		8. [bookmark: ID0x00000009] 

		Click the Validate/Finalize button.







 





		Step

		Action



		9. [bookmark: ID0x0000000A] 

		Click the OK button.





		10. [bookmark: ID0x0000000B] 

		Note the Event Status is now Closed for Processing. 



IMPORTANT: Coverage ends effective the first of the month following termination of employment. Therefore, if the termination date is within the first pay period of a month for a biweekly-paid employee, you must enter one-time paysheet adjustments to withhold double their regular amounts to pay for coverage for the entire month. Also withhold any and all arrears balances owed to UMS.

End of Procedure.
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