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Termination - Retirement

	1.  
	Click the Workforce Administration link.
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	2.  
	Click the Job Information link.
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	3.  
	Click the Job Data link.

	4.  
	Enter EMPLID field. 

	5.  
	Click the Search button.
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	6.  
	Click the Plus (+) key to add a new job row.
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	7.  
	Effective date should be the first day employee is not paid. Example: last day worked was 8/31/08, the effective date should be 09/01/2008. 



	8.  
	Sequence defaults to '0'. If the effective date of the added row is the same as the prior row, the sequence must be changed to the next higher number. Otherwise, do not change.

	9.  
	Click the Drop down arrow to select from the Action list.
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	10.  
	Click the Retirement list item.
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	11.  
	Click the Drop down arrow to select from the Action/Reason list.

NOTE: When the 'Retirement' Action is selected:

    1) HR Status changes to 'Inactive'

    2) Payroll Status changes to 'Retired'

   3) 'Termination Date' and 'Last Date Worked' fields are populated with date of day prior to effective date of job row.
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	12.  
	Select appropriate code from list. 
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	13.  
	Click the Benefits Program Participation link.
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	14.  
	If employee has the Manual Override ABBR box checked, this box must be 'unchecked' before saving.
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	15.  
	Click the Save button.
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	16.  
	The Final Check process is a manual process.

Click the OK button.

NOTE: If the employee has multiple employee records, go to the next employee record and repeat the process.
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	17.  
	End of Procedure.
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