How to Process Terminated Employees

In DCPS Immediately
Put a “P” in the T&A Status of the Work Schedule Change record with effective date of last day of employment. This will prevent T&A from being submitted after employee’s last day.
In SLDCADA

Labor/Leave Request – be sure there are no pending leave requests past their last day of employment. Delete these.

Labor/Overtime Request – be sure there are no pending overtime requests past their last day of employment. Delete these.

Employee/Edit – check leave balances. Notify supervisors to require employees to use up their comp time and credit time prior to departing so as not result in a labor cost to HQMC.
If employee leaves during week 1 of the pay period, deactivate week 2 in SLDCADA DURING week 2 of the pay period. This prevents T&A from being sent to Payroll. You have to wait until you are in week2 otherwise the employee can’t log in.
In the pay period following the last day of employment do the following:

In SLDCADA

Labor/Time and Attendance


Check this first before deactivating employee. Hours should be zero.
Employee/Edit


Deactivate both weeks (Inactive Ind = 0)

Update Supervisor Assignment = SEPARATED


Update T&L Cat = 3


Update work schedule = 00


Expire pred Jon stop date = PP begin date


Update Gen Ord = 0
Enter in phone number field the last day of employment and what agency employee transferred to


Save (Continue with Saving)
Admin/User Profile


Remove CN/Menu Code/Access Rights

Save

Run Reports/Employee/Primary and Alternate Supervisor Assignments

If “No Records Found” the employee is not a certifier.

If employee is a certifier remove the record:

Reference/Supervisor Assignments

Remove primary and alternate records
If the employee is military, update the NTE date = PP begin date

If the employee is contractor, update the NTE date = PP begin date

If the employee was a:

SLDCADA Certifier

Revoke the appointment via DD577

User of DCPS Remedy

Send Remedy ticket (Remedy Client Update to remove user)

User of DCPS
User of DCPDS

User of WAWF

User of SABRS

User of PowerBuilder

User of DTS
User of Organizational MailBox – remove from distribution lists and organizational mail boxes
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