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If this isn’t done the employee will continue to appear in the Payroll.

http://myobpsnz.custhelp.com/cgi-bin/myobpsnz.cfg/php/enduser/prnt_adp.php?p_faqid=..

You cannot delete ex-employees, but a 'Finish Date' can be entered. See the following procedure.

Finishing an "Ex-Employee"

1. Go to Maintenance > Maintain Empl > Select Empl

ploy ploy

2. Within the employee's "Leave Details > Annual Leave & Holiday Pay " tab.

3. Ensure that the balances for Holiday Pay Due and Annual Leave have zero balances.

NOTE : If they are not, they may need to be manually over-written to zero.

Lk Annual Leave & Holiday Pay Other Leave

Mormal days [ week Mormal hours J day Mormal Hours per week
et Holiday Anniversary Date 03/06/2009 Annual Leave entitleme Hours
Gross Esrnings since 03/06/2008 453217 | Holiday Pary % Holiday Pay Due| (36737360 )

Annual Leave due as at 09/05/2008 | 1000 | Hours @| 1402125 |

[ Estimated

[Lesz] Annual Leave taken since 03/06/2008

Hours

[Plus] Adjustments Hours:
Current Annual Leave due _.l 200 | Hours @| 1400000 |[:] = ‘ Q 28.00_])

4. Within the employee's "Other Leave " tab.

5. Ensure that the balance for Alternative Holidays has a zero balance.

Annual Leave & Holiday Pay Other Leave

Sick Leave Employment Relations

Mext Sick Leave Anniversary Dete 03/12/2008 %‘COUEC‘WB Cortract

Cortract Tile |
0| O
ars Cotrect gy ote |70 ]
Days

Currert Employmert Relations Education Leave due

Current Sick Leave Due

Maximum Sick Leave Ertitlement

Annual Sick Leave Ertitlement Days

Hours

Alternative Holid: Employment Relations Education Leave expiry date
Curtent Aternative Holidays Due E 0.00 | Days l:l

6. Within the employee's "Employment Details" tab enter the employee's "finish date"

S Compulsory Deductions Accumulators

Personal Details || Emploviment Details Pay DefaultsiTatals || Leave Details Meyt of Kin || Gualification

Detault DepartmertCostoentre

Annual Full Time Equivalert Salary 2812000
CHC - Christchurch £5 - Sales w
‘ | (Baged on 5 days §week and Hours Folay)
Stert Date 09/05/2003 Finished Dtz Normal rate[  14.00000] per[on |

Ermplayment wil finish an Second| 000000 |Third[ 000000 |
Resason for Leaving: | |

Bank alc | - - -

% Ex-Employee

The employee will now be shown as an " Ex - Employee"

Normally employees should be finished using the Final Pay button in the Enter Pays screen which will pay out any leave balances.

Page 1 of 1

02/10/2009



