
Plan administrator guide to submitting 
and authorising online leavers

Zurich International online



This guide explains the process for plan 
administrators processing online leavers.  
This guide assumes the online leaver function 
is available for your plan and you have the 
correct level of authorisation rights on Zurich 
International online (ZIO).

Please note that ‘Plan’ and ‘scheme’ are used interchangeably in this 
guide.
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Notification of leavers

This section details the steps a plan administrator takes to input the left employment details on ZIO for individual plan members.

You can notify us that a member is leaving employment via the member details page in ZIO.

Please note: Silverton is a fictional company and all member names, scheme numbers and figures 
within this guide are used for illustrative purposes only. 



Notification of leavers

Step two

If the member’s residential address, correspondence address, nationality or 
marital status differ, you can update them on the screen below. 

Now click on the ‘Targets’ tab on the top left

Step one

The employment start date that is held on our system will be displayed on this 
screen, which you can amend if necessary. Input the employment end date for the 
member and click ‘next’. 

Note: If the online withdrawal functionality is available to the member, they will not 
be able to edit these details. If vesting is applicable, these dates may affect the 
amount the member will receive.

Note: If the residential address declaration is not ticked, the member will be 
required to provide a proof of address document when they come to withdraw 
their funds.



Notification of leavers

Step three

You are able to control which members are allowed to use the online withdrawal 
functionality using the screen below. Here you can also pre-approve their withdrawal.   

If the withdrawal is not pre-approved, it will require authorisation from you once 
the member has input their details.

If the online withdrawal functionality is not made available to the member, a paper 
withdrawal form will need to be completed.  

Step four 

The details you have entered will appear on a summary screen. Make sure you 
are happy with the information and click ‘Submit request’. 



Notification of leavers

Step five

Once processed you can check the status via ‘Workflow’, ‘My requests’.  
The Current role column indicates the role currently associated with the request  
and the definitions for each role together with a key for the different colour 
coding is given opposite. 

Role definitions and colour codes

Plan administrator 2 – the online leaver is waiting for approval from a second plan 
administrator before it is sent to the Zurich Corporate HelpPoint team for 
processing. 

Corporate administrator – authorisation has been received from the required 
number of plan administrators and is with the Zurich Corporate HelpPoint team  
for processing.

The following colour codes show the status of the work item in workflow  
during authorisation:

Yellow – awaiting authorisation by a plan administrator, trustee administrator or 
corporate administrator

Red – when rejected by a second plan administrator, trustee administrator or  
corporate administrator

Blue – when all required authorisation has been received

Green – when the online leaver is being processed by the Zurich Corporate  
HelpPoint team.

Note: In order to find out more information about the status of the leaver request,  
you can click ‘History’ to provide a full audit.



Notification of leavers

Step six

If more than one level of authorisation is required, all plan administrators with the 
correct authorisation rights will receive an email prompting them to authorise the 
leaver. The second administrator should log onto ZIO select ‘Workflow’ and then 
‘For action’ and search for the member. Clicking the ‘Printable’ option will 
display the leaver details. The request can be cancelled at any time until it has 
been authorised by the corporate administrator.

Once reviewed, the second plan administrator can authorise or reject the leaver;  
if rejected, a reason must be given.

The notification of leavers process is now complete.  

Once the leaver has been authorised by Zurich, the Zurich Corporate HelpPoint 
team will be in contact with the member to provide them with their leaver options. 
The online withdrawal option is now available for the member if applicable. 



Removing notification emails

Plan administrator

If you do not need to receive leaver and withdrawal notifications, the emails can 
be switched off by deselecting these items under the ‘Event notifications’ found 
in MyZIO at the top right hand corner of your screen.

Please note that this should be agreed within your company, ensuring that there 
are remaining plan administrators who will receive notification emails.

You can now select ‘No’ under the ‘Message sending enabled’ option for the 
transactions you no longer wish to be notified about. Please note that this should 
be agreed within your company, ensuring there are remaining plan administrators 
who will receive notification emails. 
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Important information 

Zurich International Life Limited is fully authorised under the Isle of Man Insurance Act 2008 and is regulated by the Isle of Man Financial Services 
Authority which ensures that the company has sound and professional management and provision has been made to protect planholders. 

For life assurance companies authorised in the Isle of Man, the Isle of Man’s Life Assurance (Compensation of Policyholders) Regulations 1991, ensure that 
in the event of a life assurance company being unable to meet its liabilities to its planholders, up to 90% of the liability to the protected planholders will be met. 

The protection only applies to the solvency of Zurich International Life Limited and does not extend to protecting the value of the assets held within any 
unit-linked funds linked to your plan. 

Zurich International Life Limited is not authorised to offer insurance products for sale in the United States. 

Materials are not intended as an offer to invest and do not constitute an offer or a solicitation of an offer to buy securities in any other country or other 
jurisdiction in which it is unlawful to make such an offer or solicitation.
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