
MyOEBB – Change in Employment 

Change in Employment 
(Active to Retiree) 

 
 
 
 

1. Bring up the employee record in Enrollment Management. 
 
 

 

 
 
 

2. Click on the Employment button as shown above. 
 
 
 

 
 
 

3. Click on the Institution Number as shown above. 
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4. Click on the Change Employment button as shown above.   
 
 

 
 

5. Change the Member Type and the Employment Type as shown above. 
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6. Enter the Emp Type/Mem Type Change Date. Enter the Coverage End Date. 
This field will automatically enter the employment change date. You can 
override this date if the benefits are to continue past the employment 
change date. Verify that the coverage end date is correct before saving the 
record.  

 
 

 
 
 

7. Click Save. Verify the Coverage End Date. If correct, Click OK. 
 

 
 
 

8. Benefits will end and a QSC is already created as shown above. Click on 
Medical. 
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9. Click on the Enrollment QSC as shown above. Select the plan and the 
correct tier. As shown above then click Summary. 

 
 

 
 

10.  Continue by clicking on the Vision and Dental link to make the enrollment 
selections. 
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11. Click Save. 
 
 
 

 
 
 
 

12.  Click Ok. 
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13.  You will see Record Saved Successfully 
 
 
 
 


