Terminations in ADP 02/21/2020

Select My Team>Employment>Employment Profile
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Find the employee you need to terminate

Click on the pencil icon in the Status tile beside the word Active
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Biggins, Peter AE3 Tax ID (SSN) Position ID Hire Date
LDT - Learning and Development Tralner  XOO(-XX-XXXX 1H60000532 E 01/02/2014
902000 - Training (Department)
Show as of 02/20/2020 i3

;5. Position ) k)

Learning and o

De\,’QIOPment Berry, Lawrence & ©

Trainer

Position Start Date Management Position Hire Réason

01/02/2014 No

Job Change Reason Pay Grade Leave Return Date Leave Return Reason

Speclalist @

Worked in Country Job Class Rehire Date Rehire Reason

United States [®] Professional

Position ID FLSA £ SUPPORTING DOCUMENTS

1H6000053 N

Company Code NAICS Worker's Comp # EDIT

1H6 Professional Service




On the next screen select the word Terminated from the drop-down box then select
Start Termination at the bottom of the screen

BACK Change Status

Current Status
Active

Select a New Status *

Terminated w

CANCEL START TERMINATION

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

When & Why

We need to know a few details.

* When Is Peter A's termination date? € ¥ | Peter Ais eligible for rehire

02/05/2020 [

Add supporting )
When Is the last day of work? 020572020 [ a files # (?0
(emalls, documents, links) o ATTACHED

i Why Is Peter A leaving the company? Recommended

» State Separation Notice

K - Mutual Agreement X w

I the termination voluntary m Involuntary

or invaluntary?

You can add notes here (If needed)

Start typing..

CANCEL LOOKS GOOD %




On the next screen select the button beside Selected practitioners and select Patricia Conley then click
Looks Good at bottom

You're almost done!

Before you review the information you've entered, tell
us which practitloners should complete the
termination. We'll notify them for you, €

All practitioners
@ Selected practitioners

Click below to search for, or choose one or more
practitioners:

Selected practitioners ~

You can add comments here (if needed)

SIar yping...

CANCEL LOOKS GOND

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

Review the details and make changes, if needed.

[ ] Edit (#

Basic Information
- Termination Date - Feb 5, 2020 Y
- Last Day Worked - Feb 5, 2020
- Reason — K - Mutual Agreement
- Eligible for Rehire - Yes

« Voluntary/Involuntary - Voluntary
» Severance Pay - No

= Attached Documents - None

Notification

- Send noflfication to All Practitioners

: After you request the termination, selected practitioners will be asked to complete it

CANCEL REQUEST TERMINATION

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

BACK TO EMPLOYMENT PRO!
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