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Terminating an Existing Rate 

When terminating a rate, you are automatically terminating the coverage of any retirees who 

are still tied to that rate.  

Before terminating a rate, it is recommended that you go to the Reports section and select the 

Insurance Deduction Register for the rate you are terminating. This report will tell you who is 

currently tied to that rate and, therefore, who will need to be put on a new plan once the rate 

is terminated. For instructions on how to run an Insurance Deduction Register, see page 3. 

1. Select Terminate under Rates. 

 

2. Only active coverage codes will appear. Choose the coverage code you want to 

terminate, then press Select.                                                                                                  

Note: If there is only one coverage code in use, the system will default to it. 
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3. Enter the date the termination comes into effect under Termination Date. Click Save. 

Note: The termination date will always default to the first of the month. 

 

4. The following error message will appear if the Effective Date entered is a prior month or 

a date in the current month after the deadline for terminating rates has passed. Please 

either correct the date or call a Medical Benefits representative at (603) 410-3675. 

Note: The current deadline for terminating rates is the first of the month. 

 

5. If you do not receive the error message, or it has been corrected, you will see a 

summary confirmation page. Verify that the information you entered is correct. You 

may print the screen for your records. 

Note: If the information is incorrect, please call a Medical Benefits representative at 

(603) 410-3675. 
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GENERATING AN INSURANCE DEDUCTION REGISTER REPORT 

1. Click on Ins Deduction Register under Reports. 

  

2. Use the Check Issue Dates field to choose which month you wish to run a report for. 

3. You can refine the report by choosing a specific Collection ID, then Premium Type. 

a. If you do not select a Premium Type, all retirees attached to the selected 

Collection ID will show. If you do not select a Collection ID, all retirees in the 

selected Check Issue Dates will show. 

4. Click Run Report. 

 

5. Click Download File.  

 

6. The report will open in a new browser window. 

 


