
Terminations – IOI Locations 

 
For terminations of employee coverage due to life events (ex: employee drops Medical or Dental coverage due 

to spouse getting a new job offering coverage), please refer to the Life Event instructions. 

 

For terminations due to termination of employment or reduction in hours below benefit eligible (<1,000 hours 

per year) please follow these steps: 

 

1. Log in to IOIPay.  Select the appropriate employee record in IOI, then go to Employee Maintenance.   

 

2. Enter the Benefit Term Date and select a Benefit Term Reason.  This is the only way to terminate 

benefits for an employee.  Completion of the Location Term Date and Termination Reason will not 

terminate benefits for employees paid through IOI. Click “Save” at the bottom of the page. 

 

3. For employees going to Not Benefits Eligible Status, the business day after entering the Benefits Term 

Date and Reason, you should change the employee’s status to Not Benefits Eligible. This allows the 

Benefit Term information to flow to BAS. 

 

4. IMPORTANT: Do not enter a Location Term Date and Termination Reason unless you have finished 

paying this employee.  Completion of the Location Term Date field in IOI will stop all future 

paychecks for this employee but will not end benefit coverage in BAS. 

 

 

 

X X 

No! Only use when all paychecks have  

already been issued to this employee. 

Yes! 
Enter the day last day of the month in 

which employment ends/benefit 

eligibility ends. 


