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Terminating Employees

FOLLOW THESE STEPS TO TERMINATE TEAM MEMBERS IN YOUR EMPLOYEE ONBOARDING DIRECTORY
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Topics

This instructional presentation covers the two
topics below. To skip ahead, click the button.
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How to terminate an employee

In the Admin section, select the Employees tab.

Companies

Employee..

Name =«

@ pense

APRIO DEMO CLIENT

Entities Locations Users

Owner Name

APRIO CLIENT

Payroll Processor

Location States

KS, MI, MN, OR

Search

Q

Show inactive companies

Industry Date Added

Food Preparation and Serving Related Oc...  05/07/2026

Rows per page: 25 ~ 110f1

@ Columns

Use the Search filter to find the name of the employee you wish to terminate.

" APRIO DEMO CLIENT Details
Company Info Entities & Locations
™ Employees

Active filters: ~ Status: Active

Employee

CARTER, AALIYA

CARTER, EMILY

GONZALE:

MARIA
JACKSON, DARNELL
MEMBER, TEAM
MERCER, MATTEQ
MILLER, JOHN
MITCHELL, LEN
PARKER, ETHAN

WHITAKER, JANICE

@ oense

\
& More filters

Status: New Hire

Status

42 New Hire

42 New Hire

42 New Hire

+2 New Hire

+2 New Hire

+2 New Hire

@ Active

+2 New Hire

+2 New Hire

O Active

Departments Company Users

Status: Hold Clear All

Location Name
OREGON QUICK CRAVE
97301

KANSAS FLASH FRY
05213

MICHIGAN QUICK CRAVE
48933

MINNESOTA FLASH FRY
55155

MINNESOTA FLASH FRY
55155

KANSAS FLASH FRY
05213

MINNESOTA FLASH FRY
55155

KANSAS FLASH FRY
05213

KANSAS FLASH FRY
05213

MINNESOTA FLASH FRY
55155

Department Code

600

300

600

600

600

600

300

600

600

300

Phone Number

Email

17 4

+16205044045

abbygail.rowden+emil...

+17856663214

+1

+17372419244

+17856547896

+16205044045

+17852206017

CRISTY.SINGLETON+...

matteo@example.com

abbygail.rowden+jd@a..

CURTIS.LEIKER+LEN@...

"

+17372419244

CRISTY.SINGLETON+T...

® (A
X
Onboarding Post Onboarding
Search
USRI + AddEmployee Q Employ

M0 Columns
Hire Date Created At Created By Template
05/12/2026 7:00 PM 05/13/2026 10:04 AM CURTIS STEPHENS

05/13/2026 7:00 PM

05/12/2026 7:00 PM

05/12/2026 7:00 PM

05/07/2026 7:00 PM

05/12/2026 7:00 PM

05/11/2026 7:00 PM

05/12/2026 7:00 PM

05/12/2026 7:00 PM

05/07/2026 7:00 PM

05/14/2026 3:49 PM

05/13/2026 9:59 AM

05/13/2026 10:01 AM

05/07/2026 11:34 PM

05/13/2026 9:57 AM

05/12/2026 9:20 AM

05/13/2026 10:08 AM

05/13/2026 10:06 AM

05/07/2026 10:46 PM

ABBYGAIL JOHNSON
CURTIS STEPHENS
CURTIS STEPHENS
SARAH MITCHELL
CURTIS STEPHENS
ABBYGAIL JOHNSON
CURTIS STEPHENS
CURTIS STEPHENS

SARAH MITCHELL

Rows per page: 25 ~ 1-100f 10
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How to terminate an employee Aprio

CONNECT

Scroll to the bottom of the employee’s profile and select the option Terminate Employee.

Add the termination date in the Term Date field. The Term Code, Comment, and
Upload Document fields are optional. Once all information has been added, click

Terminate Employee

Edit the employee's termination date on this page, then click "Terminate Employee’

Terminate Employee to complete the termination.
JANICE WHITAKER 2/31/1999 [ ]
Social Security Number (SSN) Start Date
8741 MM/DD/YYYY [ ]
Location
MINNESOTA FLASH FRY
Term Date * Term Code
05/15/2026 [ ] Select Option ~
Comment

Enter any additional comments about the termination...

Upload Document

(+3

Drop or Select File

Drop files here or click to browse through your machine.

Cancel | Terminate Employee I

L
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How to terminate multiple employees Aprio
Select the Employee Management section, ¢

and the Employees tab will open by default.

CONNECT

Onboarding Management ] Post Onboarding Management ~ Communications Download ~
Search
Q, Employee Name i status 3 v | BICompany ~ @ Location ¥ [JTaskStatus v g TaskType v  IE More filters [ Columns ¥ Export
L
= Active filters: Status: Active Status: New Hire Status: Hold Clear All

In the Company filter, use the

dropdown menu to select your T T ——

Admin

d add any additional = E—
Company an a any a Itlona = Q, Employee Nam © Location ~ [ TaskStatus ~ g TaskType ~ T More filters [ Columns ¥ Export

Employee -

filters you would like. =

Select Company
Active filters:  Status: Active Status: New Hire St {‘
9. ~

() SselectAll
1employees selected Clear Selection J

/' Update Status

(0 APRIO DEMQ CLIENT

—

B [name o Status Location Company Onboarding Status  Date of Birth Date of Hire Date of Rehire Last Notified Created By Completed Actions
O | carTER, AALIVA 12 New Hire g?SEgDN QUICK CRA' ApPRIO DEMOCLL..  In Progress 06/18/1994 05/13/2026 05/16/2026 10:00 .. CURTIS STEPHENS 102
Neth use the CheCkbo.X to SeIeCt. eaCh O | cARTER, EMILY +2 New Hire g;‘;z‘“s FLASHFRY ApRI0 DEMOGLL..  Not Started 05/14/2026 ABBYGAIL JOHNS... 0ofl
e m ployee you Wou Id I|ke to term | nate. If @ | GONZALEZ MARIA  +2 Newkire g”s‘gg'f““ QUICKCR ApRIQ DEMOCLI..  In Progress 03/14/1991 05/13/2026 05/16/202610:00 ..  CURTIS STEPHENS  1of2
O u h ave filte red O u r reS u ItS a n d WiS h tO (O | JACKSON, DARNELL sz NewHire 2”{‘;:‘:5550“‘ FLASHF ApRIO DEMOCLL..  InProgress 11/05/1985 05/13/2026 05/16/2026 10:00 .. CURTIS STEPHENS  10f2
y . y . O |MEMBER, TEAM +2 New Hire gs‘:‘g‘;mm FLASHF APRIO DEMOCLL..  Not Started 01/01/2010 05/08/2026 SARAHMITCHELL ~ Oof2
t e r m I n a t e a | | e m p | Oye e S I I S t e d, U S e t h e (O | MERCER MATTED sz NewHire g;\;zAs FLASHFRY ApRIO DEMOCLL..  InProgress 08/22/1987 05/13/2026 05/16/202610:00 .. CURTIS STEPHENS  10f2
Checkbox Option next to Name to Select O | MILLER, JOHN © Active ;”;:‘;“SESUT“ FLASHF APRIO DEMOCLL.  Completed 12/31/1999 05/12/2026 ABBYGAIL JOHNS... 30f3
I I I O | MITCHELL, LEN +2 New Hire g;‘;g‘“ FLASHFRY ApRIQ DEMOCLL..  Assigned 09/12/1992 05/13/2026 05/16/2026 10:00 ..  CURTIS STEPHENS  0of2
a e m p Oye e S . (O | PARKER, ETHAN 12 Naw Hire g;;g‘“s FLASHFRY ApRIO DEMOCLL..  InProgress 01/27/1990 05/13/2026 05/16/2026 10:00 .. CURTIS STEPHENS  10f2
O | WHITAKER, JANICE @ Active gs‘:‘g‘;mm FLASHF APRIQ DEMOCLL..  Completed 01/01/2000 05/08/2026 SARAHMITCHELL ~ 70of7

E ense Rows per page: 25 ~ 1-100f 10
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How to terminate multiple employees

After you have made your selection(s), select the
Update Status option.

CONNECT

M Onboarding Management  Post Onboarding Management  Communications
Admin
. Search
Employen. Bgcompany 1 v | © Location ~ ask Status v goTaskType ~ 3 More filters M0 Columns ¥ Export

Active filters: ~ Status: Active Status: New Hire Status: Hold Company: APRIO DEMO CLIENT Clear All

3 employees selected Clear Selection

[ /' Update Status ] [ 83 Manage Tasks ] [ & AssignTelea(e]

B Name Location Company Onboarding Status  Date of Birth Date of Hire Date of Rehire Last Notified Created By Completed Actions
(O CARTER +2. NewHire g;‘SEOG"UN QUICKCRA' APRIO DEMOCLL...  In Progress 06/18/1994 05/13/2026 05/16/202610:00 ..  CURTIS STEPHENS ~ 1of2
(O  CARTER,EMILY & NewHire g;‘z”é’*s FLASHFRY APRIQ DEMOGLI..  Not Started 05/14/2026 ABBYGAIL JOHNS... 0of1
GONZA 2 New Hire r“"éggéﬁ’w QUICKCR ApRIO DEMOCLI...  InProgress 03/14/1991 05/13/2026 05/16/202610:00..  CURTIS STEPHENS ~ 10f2
JACKSON, DARNELL s NewHire ggy‘ugsgsom FLASHF APRIODEMOCLL..  InProgress 11/05/1985 05/13/2026 05/16/202610:00...  CURTIS STEPHENS ~ 1of2
O MEMBER, TEAM 12, New Hire ’é"S‘E‘SNSESOTA FLASHT APRIODEMOCLI..  Not Started 01/01/2010 05/08/2026 SARAH MITCHELL ~ 0of2
MERCER, MATTEO  +2 NewHiire g;\;g’*s FLASHFRY ApRIO DEMOCLL..  InProgress 08/22/1987 05/13/2026 05/16/202610:00 ..  CURTIS STEPHENS ~ 10f2
O  MILLER, JOHN @ Active gs";‘s'“SESOTA FLASHT ApRIODEMOCLL..  Completed 12/31/1999 05/12/2026 ABBYGAIL JOHNS... 30f3
(O  MITCHELL, LEN 42 New Hire g;\ZNgAS FLASHFRY ApRIODEMOCLI..  Assigned 09/12/1392 05/13/2026 05/16/202610:00 ..  CURTIS STEPHENS ~ 0of2
(O  PARKER,ETHAN 12 NewHire g;‘;‘é“s FLASHFRY ApRIQDEMOCLL..  InProgress 01/27/1990 05/13/2026 05/16/202610:00 ..  CURTIS STEPHENS  1of2
(0 WHITAKER, JANICE @ Active 35‘:‘5“‘5550” FLASHT APRIODEMOCLL..  Completed 01/01/2000 05/08/2026 SARAH MITCHELL ~ 7of 7
@ Dense Rows per page: 25 ~ 1-100f 10

Bulk Update Employee X

Bulk Update Employee X
N P pioy Status

In the New Status dropdown menu, select Status
Terminated.

Update status for 3 selected employee(s).
Update status for 3 selected employee(s).
Mew Status

New Status

Select Option ~
Select Option ~

Select Option

Selected Employees .
Archived

. MARIA GONZALEZ
Terminated
. DARMELL JACKSON

*  MATTEO MERCER n MATTEO MERCER



How to terminate multiple employees Aprio

CONNECT

Select the Update Status option.

e )

To review your terminated employees, use the Status filter and select Terminated. (o giaus ,] @3 Company 1 ,]

Search

B Select All
(] @ Active
() ® New Hire
(J ® Hold

() ® Archived

® Terminated

Because Aprio Connect does not sync termination data with your payroll or POS systems, you will need to process

these terminations separately in each of those systems as well.
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