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Separation of Employment/Employee Termination 

 

From the HR Dashboard, click on Employee 

 

Click on Terminate Employee 

 

 

 

Select the Employee from the dropdown list or type the first or last name to locate the correct employee 
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Select the termination date 

 

Click on Let’s begin Termination 

 

Select the Status for the Termination 
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Select the Termination Reason 

 

 

 

Select Eligible for Rehire Yes/NO 

 

Complete any notes/comments needed 
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Click on Submit Termination 

 

The termination process is complete 

 


