CENTRALLY HR (CHR) NEW HIRE PROCESS

Terminating an employee

< Employee Information

1-1of 1Rows Savedglystem| v

Usemame w | it Y FirstN..

oY LastN. v

1. Look up employee name and click
on employee information icon.
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<« Employee Profile

Mary Jones o
Employee ID: 3045 | Hired Date: 01 Aug, 2020 ( 9 Days)
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2. Click on Dates.
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3. Click Terminate button.
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¢ Teminate Enloee 2. Enter Termination Date.

@ Mary Jones  (Saint Ann / Keams Saint Ann) (3045) 8

JUMPTO Termination Detail
Termination Detail Employee Account Status * Termination Date *
End Dates Mary Jones Terminated v ‘ l 08/02/2020 |

Reason *

Manager(s) at Termination

Other

3.Choose Reason and make notes
(optional)

Exit Interview

D Notice Given

Notes

Test Data Employee

4. Enter end dates for Benefit
 emmeem| COVETage, if applicable.

@ Mary Jones  (Saint Ann / Kearns Saint Ann) (3045) & /
JUMPTO End Dates

Termination Detail Benefit Coverage End Date End Of Month Date
08/02/2020 = ‘ @
Manager(s) at Termination
Exit Interview Manager(s) at Termination
Manager 1 HR Contact
Susan M. Nakaba B ‘ ‘ Anna Marie Pezely B
Exit Interview
Date Interviewer Type Interviewer
[ = ‘ Internal - ‘ ‘ B

Notes
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\d Dates e

nefit Coverage End Date Terminate employee?

08/02/2020 You are about to terminate Mary Jones. l =l @
CANCEL

anaaer(s) at Termination

Iltems to Resolve

znd Dz

3enefit €

08/02

Vianag

vianage!

Susan

@ Accruals cannot be paid out.

5. Click Terminate.

6. Choose Skip.

Resolutions:
O Retry
O

jpfin Case Of Exceptions

“J. Click Terminate.
i il
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Account Status ™

Terminated

q Done!
Mary Jones is terminated, to view their termination
details click here.

Page 4 of 4



