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Employee Termination Process 



Section #:  HR520 


	Description
	This process describes the steps necessary to run the Employee Automated Termination Process that identifies Active employees who are no longer working, and then allows you to run a process to terminate them.

	Conditions
	Only employees with an Active status in PeopleSoft will be extracted and shown on any of the reports.

	Source Documents
	System generated

	Output Information
	Employee Termination Process Create Temp Table Report (BORR054)
Employee Termination Report (BORR055)
Termination Rows in Job Data for selected employees

	General Information
	The Employee Termination Process is a three part process that consists of: 

1. Running the Employee Termination Extract – which is used to identify active employees that should be terminated 

2. Reviewing the Temp Table to remove any employees from the Temp Table that should remain active
3. Running the Employee Termination Process that inserts a Termination Job Data row for all employees on the Temp Table.   



	Procedure

	Path
	Board of Regents, BOR HR, Utilities, Termination Process, Employee Termination Extract
Enter an existing or add a new Run Control ID to access the page.

	Step 1
	Page: Run Borr054 Bor

Report Request Parameters group box

· Reporting Period Begin Date: Enter MM/DD/YYYY.

· Reporting Period End Date: Enter MM/DD/YYYY.

· This report returns data on all employees who have not received a paycheck during the Reporting Period Begin and Reporting Period End Dates.  

· NOTE: For the most accurate results, enter the most recent Pay End Date for the Reporting Period End Date.  If the Reporting Period End Date is not current, the report will show your newer employees with a BLANK Last Paycheck Date.  A blank Last Paycheck Date indicates that an employee received no paycheck in the PeopleSoft system within the dates specified on the Report Request Parameters page.  
Click on Run to display the Process Scheduler Request page.

· Server Name: Leave blank.

· Type: Web

· Format: PDF

Click on OK to run the process, which returns you to the Run Borr054 Bor page. 

Click on the Process Monitor link to display the Process List page. Verify that the report has completed processing.

Click on the Details link to display the Process Details page.

Click on the View Log/Trace link to display the View Log/Trace page.

Click on the Trace File link to review the sqr results.

Click on the borr054.pdf link to display the report that lists the following information:

· Employee’s Department Number and Department Description

· Report Date on which the report was run

· Employee’s Paygroup

· Employee’s Name and EmplID

· Employee’s Position Number and Position Description

· Last Paycheck Date
NOTE: This information will tell you which employees are still showing an Active status, but have not received a paycheck during the date range that you specified on the Run Borr054 Bor page.
NOTE: This report is broken down by department so that the output can be distributed to the departments to determine which employees should be terminated in the PeopleSoft HRMS system.

	Path
	Board of Regents, BOR HR, Utilities, Termination Process, Employee Termination Temp Table

	Step 2
	Page: Employee Termination Temp Table

Review the Employee Termination Temp Table and delete any employees from the table who should continue to remain Active.  

NOTE: The Temp table can be resorted by clicking on any of the column headings

Save

	Path
	Board of Regents, BOR HR, Utilities, Termination Process, Employee Termination Report

Enter an existing or add a new Run Control ID to access the page.

	Step 3
	Page: Run Borr055 Bor

Click on Run to display the Process Scheduler Request page.

· Server Name: Leave blank.

· Type: Web

· Format: PDF

Click on OK to run the process, which returns you to the Run Borr054 Bor page. 

Click on the Process Monitor link to display the Process List page. Verify that the report has completed processing.

Click on the Details link to display the Process Details page.

Click on the View Log/Trace link to display the View Log/Trace page.

Click on the Trace File link to review the sqr results.

Click on the borr055.pdf link to display the report that lists the employees that are still listed on your Employee Termination Temp Table.  

NOTE: This report is also broken down by department so that the output can be distributed to the department if needed to verify the employees that will be terminated once the Termination Process is run.  

	Path
	Board of Regents, BOR HR, Utilities, Termination Process, Employee Termination Process

	Step 4
	Page: Terminate Employees

The Terminate Employees Run Parameters Page allows you to enter a single department if you would like to run the process for a single department.  Alternatively, you can leave the Department field blank to run this process for all departments.  
The Termination Process inserts a Termination Job Data row for all employees listed on your Temp Table.  

· Job Data Effective Date = Today’s Date

· Action/Reason = Termination/Inactive (TER / INA)

NOTE: This process does not terminate the benefits that the selected employees are enrolled in.  Any benefits will have to be terminated manually.  
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