
 

Terminating an Employee  
 
If an employee is no longer employed with your organization, it is important to notify us.  
This can be done by entering the date of their termination in Employee Navigator.  
 
To Terminate Follow these Steps: 
 

1. Search for the employee  
2. Click on the EMPLOYEE MANAGEMENT tab, then click TERMINATE EMPLOYMENT 

from the right-hand actions box.   
 

 
 

3. You will then be directed through a series of screens where you will do the 
following: 

 
a. Verify Address Information – this is important so that if an employee is 

eligible for COBRA that the notice is sent to the correct address.  
b. Enter a Termination Date – this is typically the last working day for the 

employee.  Whatever date is entered in this box, will be what determines 
when benefits end.  Plans either end on the date of termination or the end 
of the month of the termination date.  This is specific to the plan.   

c. Select a Termination Reason.  
 
 
 
 

You will be notified of any 
Ending plans and their COBRA 
eligibility status.   
 
Groups with a COBRA 
administrator have no further 
action to take, but those self-
administering need to send 
appropriate paperwork.   


