Termination Instructions

Revised Dec. 1, 2008

Effective Dec. 1, 2008, the process to terminate an employee has been revised. With the upgrade to 9.0 we will now remove the Earnings Distribution (funding) when terminating an employee. 


To perform the revised Termination process, please follow these steps:

1. Insert a new Job row, effective the beginning of the current pay period, to change Paygroup if necessary.  (Optional)
2. Insert a new Job row effective the date following the employee’s last day (so they will be paid for the last day).  For Temporaries, add hours worked to MDC Job Data Remarks.
3. On the Earnings Distribution page, change the Earnings Distribution Type to NONE.
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4. For permanent classified employees, enter the Reinstatement Date on the Employment Data page.

5. After all payrolls have completed for the pay period, terminate all General Deductions other than Benefit deductions as of the first of the month following the termination to ensure the system does not try to ‘catch up’ in the event of a rehire or transfer.  Benefit deductions will be taken care of through the EBC interface.

Please communicate to all HR staff that may enter terminations.

Can’t find your agency information in the Edit ChartFields, check the business unit.
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If the business unit is NOT your agency, change the earnings distribution type to NONE
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The following message will be displayed:
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 and change the earnings distribution type to PERCENT and your business unit should be displayed, you can complete the rehire process.
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