
Terminations in ADP                                                                                   02/21/2020 

 

Select My Team>Employment>Employment Profile 

 

 

Find the employee you need to terminate 

Click on the pencil icon in the Status tile beside the word Active 



On the next screen select the word Terminated from the drop-down box then select                          

Start Termination at the bottom of the screen 

 

On the next screen key in the termination date and the last day worked, select the reason, mark 

voluntary or involuntary and then type the reason or any additional information. You can upload 

supporting documents if available. Select Looks Good at bottom 

 

 

 



On the next screen select the button beside Selected practitioners and select Patricia Conley then click 

Looks Good at bottom 

 

 

Review the final screen. If anything needs changed click the pencil beside Edit in the right corner. 

Once reviewed hit the Request Termination at the bottom 

 

 

 

On the next screen click Back to Employment Profile to return to the employees screen 

 


