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Terminating an employee properly in the system affects the employee’s payroll as well as 
creates the MD90 record necessary in TRAQS reporting. 
 
                     Terminate Employee 
 
 
Finance > HR > Staff Manager 
 
Select to the right of the appropriate employee 
 

Click on the  Tab 
 
 

 
 
Click on  to terminate the contract 
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►Adjusted Contract Days – Enter the actual number of days the employee has worked during 

this contract period. (This updates the days on the employee’s Service Record) 
►Contract End  - Enter the last day worked for the employee 
►Status – Select the appropriate leave status from the drop down box.  
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Click  Save 
 

 
 
**Once the employee’s contract has been terminated, it moves the contract to Terminated 

contracts.  
 
Use the drop filter and select Terminated Contracts 
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 Select the  Positions icon to review the payment schedule for the payoff. 
 

 

 
 
 Select the edit icon to review the payment schedule of each position 
 
 
 Scheduled Payments – calculates the employee’s payoff 
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