
Terminating Employees

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



This instructional presentation covers the two 
topics below. To skip ahead, click the button.

Topics

2

How to add a new user

How to terminate multiple employees

How to terminate an employee



How to 
terminate an 
employee
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How to terminate an employee
In the Admin section, select the Employees tab. 

Use the Search filter to find the name of the employee you wish to terminate. 
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How to terminate an employee
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 to complete the termination.



How to 
terminate 
multiple 
employees
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How to terminate multiple employees
Select the Employee Management section, 
and the Employees tab will open by default. 

In the Company filter, use the 
dropdown menu to select your 
company and add any additional 
filters you would like.  

Next, use the checkbox to select each 
employee you would like to terminate. If 
you have filtered your results and wish to 
terminate all employees listed, use the 
checkbox option next to Name to select 
all employees.
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How to terminate multiple employees
After you have made your selection(s), select the 
Update Status option.

In the New Status dropdown menu, select 
Terminated.
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How to terminate multiple employees
Select the Update Status option.

To review your terminated employees, use the Status filter and select Terminated.

Reminder: 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.


	Terminating Employees
	Topics
	How to terminate an employee
	How to terminate an employee
	How to terminate an employee
	How to terminate multiple employees
	How to terminate multiple employees
	How to terminate multiple employees
	How to terminate multiple employees

