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                                                  Client Job Aid


Deleting Employees from the Employee Master
The purpose of this document is to provide the steps for removing an employee from the Employee Master.  An employee can only be deleted if there is no history, no checks and the employee is not in a worksheet.
Steps:

	
	Activity Description

	1
	Verify the employee does not have any checks.
· Open company

· Go to FILE → EMPLOYEE MASTER

· Select employee

· Click on OPTIONS

· Select VIEW CHECKS

· You should receive the message “There are no checks to view”

	2
	Verify the employee does not have any history.
· Open company

· Go to FILE → EMPLOYEE MASTER

· Select employee

· Click on OPTIONS

· Select HISTORY – PAY & TAX

· Verify that the current year has all zeros
· To review prior years, select YEAR and click on PREVIOUS

	3
	Verify the employee was not issued a manual check.
· Open company

· Go to PAYDATA → MANUAL/VOID CHECKS → EDIT → VIEW ALL CHECKS

· Search for employee

	4
	Verify the employee is not in a worksheet.  

· Open company

· Go to PAYDATA → EDIT WORKSHEET

· Select the appropriate paygroup

· Select NO to add additional employees

· Search for employee


	5
	Once it has been verified that the employee has no history, checks and is not on a worksheet, the employee can be deleted.
· Open company

· Go to UTILITY → REMOVE EMPLOYEE

· Select REMOVE EMPLOYEES
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· Enter user name and password

· Select OK
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· Tag appropriate employee

· Click SELECT TAGGED

· Confirm employee tagged and click SELECT TAGGED

· Enter the reason why you are deleting the employee
· Press F10

· Verify that the employee was deleted.  You will also receive a summary of the number items deleted from each database

[image: image3.png]BNESPLAN
DDESACCT
EEOC
EMPDEDS
EMPHIST
EMPMAST
EMPRATE
RETPLAN
SUPPAY.
EMP_MISC
EMPGARN
EMPTAX
PTO_AUDT
PTO_EMP
PTO_EXCP
PTO_HIST
PTO_PEND
PTO_PRTE
PTO_TRAN





· Press ESC to get back to the menu
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