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Summary 
This procedure explains how to update or stop a retiree’s health insurance deduction, which 
must be completed in Employer Access   

 

Steps 
Before beginning the data collection, it’s important to be aware of the calendar cut-offs for 
submitting these changes to IMRF. Be sure to bookmark the Mark Your Calendar deadline 
submission dates that IMRF makes available each year.  
 
While this data collection contains only a few entry fields, it is important to understand them to 
prevent unintended issues. 
 
Entry fields for Insurance and Union Deduction Data Collection: 

 
Member Information 

• Social Security Number –  
o This is a required field.   
o Once the Social Security Number is entered, the system should autofill the 

member’s name.   
• Member ID –  

o This field is not required and can be left blank.   

Insurance and Union Data Collections 

  

https://www.imrf.org/cmsmedia/files/multi-site-files/employers/mark-your-calendar/2026-mark-your-calendar.pdf?la=en
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o If completed, it must contain the Member ID assigned by IMRF for the 
member. 

• Last Name –  
o This is a required field.  
o As noted above, this should be auto filled or can be manually entered. 

• First Name –  
o This is a required field.  
o As noted above, this should be auto filled or can be manually entered. 

• Deduction Type -  
o This is a required field.  
o In most cases, the only option available in the drop down, will be HI (Health 

Insurance) and should be selected. 

 
 

Deduction Information 

• Amount –  
o The new deduction amount should be entered in this field and may contain 

an amount of 0.00 or more dollars. 
o This field is not required and may be left blank when terminating a 

deduction. 
• Deduction Effective Date – The date the new premium amount should start. 

o Must be the first day of the next calendar month or the one following. 
Review Mark Your Calendar for schedule deadlines. 

o This field is not required and may be left blank when terminating a 
deduction. 

• Deduction Termination Date – The date the insurance deductions will permanently 
stop. 

o Must be the last day of next available month. This may be this month, or 
next, depending on the Mark Your Calendar cut-off schedule. 

o This field is not required and must be left blank when updating a deduction 
to a new ongoing amount. 
 This field should ONLY be entered when ending deductions for a 

member. Once deductions are terminated, to restart a deduction, a 
member and the employer must submit a new IMRF form: Health 
Insurance Continuation Through Employer—Premium Deduction 
Authorization  
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• Retroactive Indicator –  

o This is a required field.  
o IMRF recommends ALWAYS selecting N (No) for this field. 
o If selecting Y (Yes) for this field, please note the following regarding 

retroactive insurance adjustments: 
 This deduction should be set up AFTER the instruction for a new 

premium amount has been created. 
 This deduction will be an additional deduction amount to the 

ongoing Insurance Premium Deduction established for the account 
and will start and stop as provided in the data collection.  

 If this deduction is set up without an ongoing premium deduction 
already in place (with no termination date) and is used with a 
Deduction Termination Date. Deductions will stop with the Deduction 
Termination Date and to restart deductions a member and employer 
must submit a new IMRF Form: Health Insurance Continuation 
Through Employer—Premium Deduction Authorization 

 
Examples: 

The examples provided are based on the following factors: 

• Date Data Collection being completed today: 8-10-2026  
• Mark Your Calendar schedule shows the submission deadline as August 17th for the 

next benefit payment which will be paid on September 1.  

Updating Deduction Amount 

Member Insurance Premiums updating on October 1. 
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Stopping Insurance Deductions 

Member wants to STOP insurance deduction as of future month - September. 

 

 

  Member wants to STOP insurance deduction as of current month – August. 

• Note: The cut-off to terminate deductions for August was the middle of last month, 
however, you can change the deduction for September to $0.00 and end deductions in 
September also. This will show the member on your report and the member’s paystub 
for September with $0.00 and stop showing the member on your report and the 
member paystub with the October benefit payments. 
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Retroactive Deductions 

If a member’s premium went up from $100 to $150 in August but the deduction change wasn’t 
submitted in time, you may wish to complete a retroactive deduction to make up the 
difference. 

FIRST – set up the new deduction instruction with a FUTURE Deduction Effective Date.  In this 
example – October.   

 

 

Next – set up Retroactive deduction to withhold an ADDITIONAL amount to make up the 
difference starting in a month before the instruction you added in the FIRST step.   

The new amount of $150 will come out starting with the October 1 benefit payment.  The 
difference $50 can be made up for the August and September payments by entering a $100 
deduction ($50 x 2) for the month of September.   

This will create a SECOND (additional) deduction on the member’s paystub for the retroactive 
payment and continue the old instruction ($100 for September’s payment), totaling a $200 
deduction ($100 previous instruction and $100 Retroactive deduction) for September.   

The new amount of $150 will start in October. 

The additional retroactive deduction will end in September, per the Deduction Termination Date. 

 

Note:  If the Retroactive deduction is set up first or with a Deduction Termination Date after your 
new ongoing instruction started, it will terminate deductions and the member and employer will 
need to submit the paper form: Health Insurance Continuation Through Employer—Premium 
Deduction Authorization to re-establish retiree health insurance deductions 
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