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How to Delete an Employee from the Roster 

 

1. From the Broker dashboard, select the small group client you are going to work with 

from the Employer tab, and proceed to that client’s  ROSTER TAB. 

 

 

2. Scroll down to the roster and find the employee you wish to terminate. Click Delete. 
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3. You will then see the following Warning screen: 

 Select Yes. 

 Select reason for removing employee from the drop-down menu (see next screen 

capture for details). 

 Select Date of removal (Note: the system will only allow you to choose a termination 

date on the last day of the current month or the last day of the following month). 

 

4. Select a reason for removing this employee. 
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NOTE: the following reasons highlighted in red would allow the employee or their dependents, 

if relevant, to be enrolled in COBRA: 

 

 

5. When you are finished selecting a date of removal and a reason for removing the 

employee from the roster, click Continue. 
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6. You will be directed back to the ROSTER TAB: 

 

 

7. If you scroll down you will also see this employee in the DELETED EMPLOYEES section. 

*The PLANS TAB will now display this employee’s status as pending for termination. 

 

 

Note: At this point, you can choose to leave the employee in the Deleted Employees section, 

ReActivate the employee, or permanently Remove from Roster. If you ReActivate the employee 

before the termination date, they will pop back up to the Roster and their coverage will 

continue without a gap. If you Remove from Roster, you will get the following warning 

message: 

 

If you click on Permanent Delete, the employee will be permanently deleted from the roster 

and you will have to re-enter all of their information in order to re-enroll at a later date. Do 

not permanently remove an employee until after their termination date. 


