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Notes on Terminating Employees

Frequently, we have observed some problems that clients have experienced when an
employee is terminated. We have seen cases where terminated employees still accrued
vacation, some were even paid, some even had direct deposit go into their account. Here are

some hints for recording terminating employees and ensuring that these type of things do not
occur:

(1) Stop Direct Deposit — when an employee leaves your company, you may still have some
payroll adjustments that need to be made and you don’t want the money to flow out to the
employee! To ensure that this doesn’t happen, stop the employee’s direct deposit by
changing the “end date” on the DirDep tab of the employee master to be the last payroll
date of the employee. If you really want to be safe, delete the direct deposit information
by clicking on the “X” symbol.
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(2) Zero out their Time Off Accruals — to keep your reports clean, zero out their time off
accrual balances and change the “end date” to the last payroll date:
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(3) Stop any recurrings - ensure that you change the “end dates” of any recurring deductions,
earnings, or fringes to the last payroll date:
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(4) Setup termination date and remove from Payroll Groups — on the Status/Position tab,
change the Emp Status to “T”, then enter the Term Date. Notice that the employee is still

part of a Payroll Group. Press [F11] to save your changes.
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(5) To remove the employee from a Payroll Group, after you have saved the information in

- Position Information

Position Code

| ||

Title

|

EEQ Class Work Comp

] | [s810 =

Description

Tipped?

jv

™ OT Exempt

Step (4), click on Reapply. The Payroll Group will be removed:
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These steps will ensure that any terminated employee will not receive any more

compensation from your company, unless you want it to occur.
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