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

N
Terminating a Practitioner
Terminate a Practitioner to remove administrative rights.
J
~
Terminating a Supervisor
Terminate a Supervisor to remove supervisory rights.
y,

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.

HOME v EMPLOYEES v COMPANY REPORTS v TAXES v
Company
Company Info Departments
@ Contacts Overview Paid Time Off
Accountant Info Workers' Compensation
Run Payroll Bank Account International ACH
Pay Frequency Shipping Information
Tax Info Employee Access
Earnings Deductions Features Overview
@ Payment Checks
. Security
Time Management Change My Password
Add Users Set PIN
My Security Profile
__,g Data Access Tools
6§;E§ Authorization

2. Click the Role of the practitioner you want to terminate.

User Security (2]
Name Role Registered PIN
Barnes, Jake Owner Yes x

Davis, Donald Yes N/A
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3. Click Remove User.

User Security &
Name Role Registered PIN
Barnes, Jake Owner Yes x
Davis, Donald TLM Only Yes N/A

Add User Remove User Reset Payroll Password
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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.

HOME v EMPLOYEES v COMPANY v REPORTS v TAXES v Ways to Save [ Notes

Employees

Add Contractar O To Do EA Messages

Add Employee @ @ Usdate department for Morrison, Jim
@ Update department for Fromm, Janet
Run Payroll HR411 Doc Vault
@ Update department for Williams, Jennet
O Set up Employee
E ra O Complete Hope Smith
m O Complete New Employee
Time Management Certificates of Insurance HR & Business Apps O Complete A Employee
O Complete Steven Smith

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

°
Find Status: Active v
Status Name - Address City State Zip Code Phone Number
Active Fromm, Janet @ ~ 123 Main Venice CA 90291
Active Mariotta, Joanne K @ ~ 15 Waterview Blvd Parsippany NJ 07054
Active Morrison, Jim @ v 1RR2 Smalltown NJ 07777
Active Pinazzo, Frederick @ ~ 15 Main 5t Parsippany NJ 07054
Active Robert, John @ ~ 71 Hanover Read Flarham Park NJ 07065
Active Williams, Jennet d Employee Info Venice CA 90291
Page lof1: 1 | Payroll Info |
Time Tracking
Earnings and Deductions
Add Employee Direct Deposit
Delete Employee

Launch Employee Access
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3. On the Terminate page, complete the following:
¢ In the Termination Date field, enter the employee’s termination date.
¢ Inthe Last Day Worked field, enter the last date that the employee worked.
¢ [nthe Termination Reason field, select the termination reason.

Rerzonatinformation Terminate - John Robert % ©
Employee Info
Wark Contact Info Termination date * 0B/03/2018 E Langth of service: 17 years 0 months

Employment Info Last day worked: 0s/03/2018 [y

Payroll

Termination reason Voluntary Quit -

Tax Info

Payroll info

Time Tracking
Earnings Deductions
Direct Deposit

Pay Stubs

Employee Access

4. Click Terminate Employee.

Personal Infermation

Terminate - John Robert % ©
Empioyee Info
Work Contact Info Tarmination date * oe/03/2015 B Langth of service: 17 years O months

; 103
E aniiifo Last day worked o8/03/2018 [

Payroll

Tarmination reason Wolurtary Quit -

Tax Info

Payrall Info

Time Tracking
Earnings Deductions
Direct Deposit

Pay Stubs

Employes Access

Cancel
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5. Click OK.

€ Just letting you know

Are you sure you want to terminate this employee?

Since you're terminating a supervisor, we'll remove any employee
assignments. Don't worry, we'll add a message for you on the homepage to

remind you who you may need to reassign.

We'll also let you know if there are unpaid timecards hours, we'll remind
you when running your next payroll.
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Terminating an Employee

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

HOME v EMPLOYEES v COMPANY v REPORTS Ways to Savi [ Notes

Employees

Add Contracter QO To Do EA Messages

Time Management Certificates of Insurance HR & Business Apps Complete A Employee

Add Employes @ @ Update department for Morrison, Jim

Rur‘n-F-a:mII e e @ Update department for Fromm, Janet
@ Update department for Williams, Jennet
QO Setup Employee
O Complete Hope Smith

@ O Complete New Employae

(o]
o

Complete Steven Smith

2. Click the Action icon next to the employee you want to terminate and then select
Terminate Employee.

HOME v EMPLOYEES COMPANY v REPORTS v TAXES v S [ Notes
Employees (W2) All
Find. Status: Active v
Status Name A  Address City State Zip Code Phone Number
Active Conti, Patricia @ ~ 71 Hanover Rd Florham Park NJ 07932
Active Daleo, Melanie @ v 71 Hanover Road Florham Park NJ Q7932
Active Employee, AN @ v 15 Waterview Blvd Parsippany NJ Q7054
Active Gibbons, Bill @ ~ B First Street Smalltown NJ Q7777
Active Goofy, Donald d Employee Info Golden Ticket ME 26354
Active Kaiser, Melanie q Payrall Info Florham Park NJ 07825
Active Que, Barbie (@ ADP® Time & Attendance Austin hpe 78610
; a_Earnings and Deductions
Active Smith, Steven A Parsippany NJ 07054
T Terminate Employee F

Page 1of 1: 1

Delete Employee

Launch Employee Access

Add Employee
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3. Complete the following fields:
e Termination Date: Enter the date on which the employee was terminated
o Last Day Worked: Enter the date on which the employee last worked
¢ Termination Reason: Select the termination reason

Personal Information B . .
Terminate - Bill Gibbons % ©
Employee Info
Work Contact Info Termination date:® 08/03/2018 a Length of servica: 5 years O months
s 08/03/2018
ErplGVR I Last day worked E
Termination reasen: Voluntary Quit g
Terminate Employee

3. Click Terminate Employee.

Persoantipfanation Terminate - Bill Gibbons % ©
Employee Info

Work Contact Info Termination date: ™ 08/03/2018 a Length of service: 5 years O months

Last day worked: 08/03/2018
Employment Info E

Terminate Employee

Payroll

Termination reason: Voluntary Quit v

Tax Info

Payroll Info

Time Tracking
Earnings Deductions
Direct Deposit

Pay Stubs

Employee Access

Terminate Employee Cancel
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4. Click OK.

€ Just letting you know

Are you sure you want to terminate this employee?

If there are unpaid timecard hours, we'll remind you when running your

next payroll.

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

Personal Information z <
Employment Info - Bill Gibbons % ©
®
Employee Info
Work Contact Info Hire date:* 08/01/2013 a Length of service: 5 years 0 months
Social security no:*  sesisssssis a Job tax credit: Na o 7]
Employment Info
Employee status: Terminated v Company pald pension:* Na - @
Terminate Employee
Birth date:® 117281970 Statutory employee: * Ne v @
Payroll Gander:* Male w
Tax Info Termination date: 08/03/2018 a
Last day worked: 08/03/2018
Payroll Info a

Termination reasen:  Voluntary Quit ~ Rehire
Time Tracking L

Earnings Deductions
Direct Deposit

Save Cancel

Employee Access

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




