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Termination of Employment

Concept

Entering a termination of an employee job -
*\Voluntary

*Non-voluntary

*Terming an additional job

Additional | nfor mation:

*The "Termination Date" and "Last Date Worked "d#ds will appear on the "Work Location"
panel only after the Termination action is entered.

«If the employee has multiple jobs, repeat the @ssdor each job record that is to be terminated.
*The "final pay" process is a manual process. Blegfer the "One-time Paysheet Adjustments"
process to clear disability leave balance and paanoy eligible vacation balance.

*Review "General Deductions". Set stop date foapfllicable deductions to the last date of the
pay period for final pay.

Reminder:

When terminating employees, along with paying oyt aacation time, the employees' sick leave
balance should also be reduced to zero. This isiwgyortant for reporting purposes and to also
eliminate erroneous balances if the employee is @gred.

There is a query (UM_PR_TERMD_W_SICK_BAL) that darun to identify terminated

employees at your campus with a sick balance. Pleater one-time paysheet adjustments using
earn code 196 to adjust the balance to zero.

Navigation:
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Step  Action
1. Click theWorkforce Administration link.
2. Click theJob Information link.
3. Click theJob Data link.
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Procedure:

-0 HNRG PRS- UMY

New Window | Help | B,

Job Data
Enter any informatian you have and click Gearch. Leave fields blank for a listofallvalues

Find an Existing Value
EmpliD: beginswitn v [ |
v

Empl Red Nbr:

Narme: beging with v
Last Name: begins with v
Second Name: beging with v

Atternate Character Name: begins with v

Middle Name: begins with v

[Oinclude History  [Correct History []Case Sensitive

gearch ‘ Clear | pasic Search [l Save Search Citteria

&) vone B O tnusted sies

Step  Action
4. Enter the employee's EmplID into teenplID field.
5. Click the Search button or click the Enter key to continue.
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New Window | Help | Customize Page |

IrmaTests EIF 1D: 0098399 EmplRod#: 0
[work Location fid  Frst [ o2 D L
HRStatus: Inactive ParollStatus:  Teminated HE
*Effective Date: 090172008 [ equence: [0 =Joh IndicatopPrimary Job :1
acton Fenen: | IR ol .
= Current

Last Start Date: 0812011999 Termination Date: 08/31/2008

[ ]

Expected Job End Date |

< Last Date Worked: 0813112008 P [T override Last Date Warked
Position Hurmber: T 0O Digassist Profah Training Position Enry Date: 1002712004

(werride Position Data Position Management Record

Regulatory Region: UsA United States

Company: Mg University ofMaine System

Business Unit: umso? University Maine Presque Isle

Department: IHPER Exercise Science,PE Athl Tm Department EntryDate: ~ 02/0112004
Location: 100100 Presgue lsle Campus

Establishment ID: UMS07 Q' University Maine Presque Isle

Date Created: 08/25/2008

Job Data Emplovment Data  Eatnings Distibution Benefits Program Paricipation ‘

[@save | QRetunto Search ‘ [ hatify ‘ (BNexttab ‘ ) Refresh ‘ ) Include History ‘

Work Location | Job Information | Job Labor | Payroll | Salary Plan| C:

€] bone 3 @ Trustedsites

Step Action
6. Click thePlus (+) key to add a new job row.

7. Enter the Effective Date of the termination. Theedzhould be the first day that the
employee will NOT be working. In the example showhg last day worked was
8/31/08. The Effective Date of the Termination refmould be 09/01/2008.

8. Sequence defaults to '0'. If the effective datihefadded job row is the same as the

prior row, the sequence must be changed to thehigixér number. Otherwise, do not

change.

9. All employees have to have at least one active &wirdob. If the employee has more
than one job, you may need to change this jobaocdBdary' and then change an
active Secondary job to Primary.

10. Click the arrow to select from thfection list.
11.  SelectTermination from the dropdown list.
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Step Action
12.  Click theDrop down arrow to open the Action/Reason dropdown list.

NOTE: When the action of 'Termination’ is selected,

1) HR Status changes to 'Inactive’

2) Payroll Status changes to 'Terminated’

3) Termination Date and the Last Date Worke@slate programmatically entered
based on the Effective Date of the job row. Thesglaire the day prior to the effective
date.

13. Select the appropriateeason from the list.
14. In addition to terminating Job Data, Time RepoRata should be set to 'Inactive'.

Click theEmployment Data link.

# MaineStreet
New Windonw | Help | Customize Page | 8
Work Location | sk fnfarmatian | "ok Laor |
Ima Testa EMP I0: 009999 EmpIRcd#: 0
Find st [ 420 Last
HR Status: Inactive Payroll Status: ~ Terminated BE
ottt 0008 E soerce 0 L G
Action /Reason: [Terminaton v |EEE
Curent
Last Start Date: 08/20/1999 Termination Date: 83112008
Expected Job End Date | B
LastDateWorked: 081312008 [l Override Last Date Worked
Position Number: [ooot1 030 O Dintssist ProfAth Training Position Entry Date: 1007712004
Override Position Data Position Management Record

Regulatory Region: UsA United States
Company: UNS University of hiaine System
Business Unit: UMs07 University Maine Presque sle
Department: IHPER Exercise Science,PE At Trn Department Entry Date: 0200172004
Location: o100 Presque Isle Campus
Establistimet ID: Unso7 Q' University Maine Presgue Isle

Date Created: 0912512008
Joh Data Emplovment Data | Earnings Distibution Benefils Program Participation ‘
Bsave | LRetumto Seevch‘ [=] Moty ‘ (Nt tah ‘ yRetresh ‘ Pzl ] Include History ‘

otk Location | Jo Information | Job Labor | Payoll | Salary Plan | Compensation
€] Done: 3 @ Trustedsites
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Sign out

Home

NewWingow | Hels | Customize Page | 2,

Emplaytment Information

Ima Testa EMP ID: 0093933 EmplRed# 0
Organizational Instance

Organizational Instance Red: 0 Original Start Date: 0872011999

Last Start Date: 08/2011988  First Start Date: 0812011998

Termination Date: Years Months Days

Org Instance Service Date: oonorsss  Cloverile @ & 1 5

Organizational Assignment Data

Instance Record

Last Assignment Start Date: 081201933 First Assignment Start:  08/20/1989

Assignment End Date: 0813112008

HomedHost Classification: Home Years Months Days
Company Seniority Date: 08/201933 [Coverride “ 8 10 "

Benefits Service Date: nonsss  Clowrite “ 5 10 11

Seniority Pay Calc Date: Cloverride o 0 0

Probation Date:

Professional Experience Date: £l Last Verfication Date: B
Business Title: DiriAssist Praf Ath Training Position Phone: 220716661111

» Eysa

Job Data Employment Data  Earning s Distribution Benefils Program Participation

[Bsave | ARetunto Search | ety | 7 Refresh A ) ncluge Hstory
¢

3 @ Trustedsites

Step Action
15. Click theTime Reporter Data link.
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# MaineStreet

=03

NewWindow | Help | Customize Pae | &

[Time and Labor Data

Ima Testa ID: 0099999 EmplRcd® 0

Time Reporter Data i [view s st ) 1or2 B Last

2 —
“Eftective Date: 09012008 B Y <ty Reporter status: | [ES0E [¥]Send Time to Payroll HE
Tirne Reporter Tyoe  Time Reparting Template Commitrnent Accounting Flags
©apsed  ELWPSED O salanyand Houty Elapsed Time For Taskgroup
Opweh [ q For Departiment

Time Period ID: PSSUNSAT O gyngayto Saturday
“Workgroup: FTSAARY QL Full Tirne Salaried
*Taskgroup: PoNONTASK A Yy, TaskTaskoroup
TaskProfigiD;  PSNONTASK Q Non TaskProfile
7CD Group: Q
Restriction Profile ID: Q
Rule Element : Q
Rule Element 2 Q
Rule Element 3 Q
Rule Element 4: Q
Rule Element 5 Q
Time Zone: ) Q

Eastern Tirte
oK Cancel Refresh
€] bone 3 @ Trustedsites

Step Action
16. Click thePlus (+) key to add a new row.
17. Enter the samEffective Date as the termination row in job data.

NOTE: This date is CRITICAL. Be sure the time repois current with all time
submission as of the terminated date.

18. Click the down arrow to select from théme Reporter Status list.
19. Selectinactive from the list.
20. Click theOK button.
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Home

NewWingow | Hels | Customize Page | 2,

Emplaytment Information

Ima Testa EMP I 0099999 EmplRed# 0
Orgariizational Instance

Organizational Instance Rod: 0 Original Start Date: 0872011999

Last Start Date: 087201988 First Start Date: 087201999

Termination Date: Years Months Days

Org Instance Service Date: oonorsss  Cloverile @ & 1 5

Organizational Assignment Data

Instance Record

Last Assignment Start Date: 081201933 First Assignment Start:  08/20/1989

Assignment End Date: 0813112008

HomeHost Classification: Home Years Months Days Time Reporer Data
Company Seniority Date: 08/201933 [Coverride “ 8 10 "

Benefits Service Date: nonsss  Clowrite “ 5 10 11

Seniority Pay Calc Date: Cloverride o 0 0

Probation Date:
Professional Experience Date: £l Last Verfication Date: B
Business Title: DiriAssist Praf Ath Training Position Phone: 207/666-1111

» Eysa

Job Data Employment Data  Earning s Distribution Benefils Program Participation

Dswe ‘ ERetumto Search ‘ [Ewetity | 7 Fefresh ‘ B ) Include Hstory
—

3 @ Trustedsites

Step Action
21. Click theSave button.
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# MaineStreet

Nemeﬁuw\M\

Warhing - Final Check Request Created. (2000,338)

Aiinal checkrequest hag been created for this employee.
=

€] bone 3 @ Trustedsites

Step Action

22.  The Final Check process is a manual process. Pletegehe "One-time Paysheet

Adjustments" process to clear the disability lebatance and pay out the vacation
balance.

Click theOK button.
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