PeopleSoft

Termination Checklist
HR/Payroll/Benefits

This checklist highlights the Menu Items, Components, and Pages necessary for basic
initial processing. The checklists focus on the most common general situations. For

specific detail see relevant manual.

HR/Payroll Checklist for Termination

(Navigation: HR/Payroll Page>Payroll Administrator Tile>Employee Data>Job Data)

Termination (work location tab)
e Insert an effective dated row
(day after last day worked)
e Enter appropriate Action
e Enter appropriate Reason
Save!

{ Work Location '\ Joh Information | Job Labar " Payrall | Salary Plan | Compensation |

EMP ID: EmplRed# 0

Find First 4] 10r2 B Last

HR Status: Inactive Payroll Status:  Terminated =1
*Effective Date: 041152006 F  gequence: ] *Job Indicator |PrimaryJoh [~
Action / Reason: Termination i
Current
Last Start Date: 08/0142002 Termination Date: 04/14/2006
Expected Job End Date
Last Date Worked: 0471 442006 [Joverride Last Date Worked
Position Number: 00000057 L ADMIN ASSISTANT | Position Entry Date: 03/26/2003
Ovwerride Pogition Data Position Management Record

Regulatory Region: usa United States
Company: MND State of Morth Dakota
Business Unit: 11000 Office of Mgmt & Budoet
Department: 110110 Office of Management & Budget Department Entry Date: 0840172002
Location: 11000 Office of Management & Budoet
Establishment ID: Q

Date Created: 09/15/2006
Job Data Employment Data  Earnings Distribution Benefits Program Participation ‘

& save ‘ ELReturnto Search Hotity Nexttab | L Refresh JE Include

History ‘

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation
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Payroll:
(Navigation: HR/Payroll Page>Payroll Administrator Tile>Hire/Update Employee
Process>Request Direct Deposit)

The Suppress DDP Advice Print box needs to be unchecked upon termination. The employee

will then receive a printed DDP Advice. \

Direct Deposit \

Add an effective dated row
(1%t day of the termination month)
Uncheck the box for

Suppress DDP Advice Print “Effective Date: 04012008 [ stays; | Actve
Save Distribution Information

PersonID:

Deposit Information

*Account Type: Checking M
‘Depasit Type: Balance v
% Net Pay/$ Amount:
Bank ID: Q, Prenotification Required
Accounts: Prenote Date:
Priority: 1 Prenotification Status:  Complated
This data was last updated by System Data last updated on  01/23/2006
5 Save | LLReturntoSearch ‘ [=] hatity | ) Refresh | A Include History | [ Correct Histary

BENEFITS

HR/Payroll Page > ND PERS Benefits Administrator Tile

O Once the termination is entered in PeopleSoft an overnight process will run to PERS Link and will
terminate the employee in PERS.
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