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How To: Terminate an Employee

1- To terminate an employee, hover over the “My Employees” widget on your home screen and select
“Terminate”:
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2- Select the check box next to the employee and click “Terminate.”
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3- Enter Termination date and click “Continue Terminate.
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4- There is a ‘Termination Details’ report which can be used to look up and/or edit the termination
details for an employee. Click the pencil icon to edit the termination details if needed:
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