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Terminating Practitioners, Supervisors, and Employees 
in ADP® Time & Attendance 

 

 

 

 

 

 

 

 

 

  

Terminating a Practitioner 
Terminate a Practitioner to remove administrative rights. 

Terminating a Supervisor 
Terminate a Supervisor to remove supervisory rights. 

Terminating an Employee
Terminate an employee to remove them. 
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Terminating a Practitioner 
 

1. In RUN Powered by ADP®, in the Company tab, click User Security. 

 

 

2. Click the Role of the practitioner you want to terminate. 
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3. Click Remove User. 
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Terminating a Supervisor 
 

Note: To see which employees are assigned to which supervisor, print the Supervisor 
Assigned Employee List Report in ADP Time & Attendance. 

 

1. In RUN Powered by ADP®, from the Employees tab, select Directory.  

 

 

2. From the Action Icon next to the employee you want to terminate, select Terminate 
Employee. 

 

 

  



 

ADP and the ADP logo are registered trademarks of ADP, LLC.  ADP A more human resource. is a service mark of ADP, LLC.  Copyright © 2018 ADP, LLC.         adp.com 

 

3. On the Terminate page, complete the following: 

 In the Termination Date field, enter the employee’s termination date. 

 In the Last Day Worked field, enter the last date that the employee worked. 

 In the Termination Reason field, select the termination reason. 

 

 

4. Click Terminate Employee. 
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5. Click OK. 
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Terminating an Employee 
 

1. On the Home page, from the Employees tab, click Directory. 

 

 

2. Click the Action icon next to the employee you want to terminate and then select 
Terminate Employee. 
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3. Complete the following fields: 
 Termination Date: Enter the date on which the employee was terminated 
 Last Day Worked: Enter the date on which the employee last worked 
 Termination Reason: Select the termination reason 

 

 

3. Click Terminate Employee. 
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4. Click OK. 

 

 

5. The Employment Info page for the employee you terminated is displayed. 

 

Note: The employee record is hidden once the pay period closes in which the Termination 
Date is set. 

 

 


