How to Delete Employee

1. Click Employees from Payroll module.
2. Select employee record from the grid.
3. Click Open toolbar button.
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4. Click Delete toolbar button.
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Entity | Genersl Employee Locations Contacts  Comments{0) History — Attachments{0} Messages  Custom  Audit Log (5}
Marne: Lilith H Reid Phone: o Entity Ma! | HREID.
Contacthsme |+ Lily H. Reid Email: [ Ihreid@irely.com Mobile: £
LocationName - Home Office Originatien Date: 70412016 Contact Infarmetion
Address: ) 10 Dove Street Palettz Town + Inset X Remove 7 Types
Type Details
ZipfPostal: 49012 ~ City: Augusta
State/Pravince: MI Country: United States v
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5. A confirmation message will be displayed.
6. Click Yes button.
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7. Deleted employee record will be removed from the grid.



@ If the employee record is associated to any paychecks or related screens, this message will be shown:
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Thee rescord you are ting to delate is being wsed. The entity has
beoan sel o i nactive

. Click Employees from Payroll module.
. Select employee record from the grid.
. Click Open toolbar button.
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5. A confirmation message will be displayed.



6. Click Yes button.
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Are you sure yol want to delete this record?

7. Deleted employee record will be removed from the grid.
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Thee rescord you are ting to delate is being wsed. The entity has
beoan sel o i nactive

@ If the employee record is associated to any paychecks or related screens, this message will be shown:
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3 Employee - JDBarry

. Click the Delete toolbar button to delete an Employee record.
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Details “ Notes H Taxes " Earnings | Deductions ‘| Time Off | Attachments | Time Entry |
Employee No: | JDBarry | Name: [3amie D Barry |Type:  |Full-Time [z
Title: [v | Phone: 9513211230 | Email: | jdbary@gmail.com |
First Name: | Jamie | middle: |0 | Date Hired: Active:
Last Name:  |Bary | suffix: | | Bith Date: | |5 Gender:  Male |||  addphote
Address: || 1020 Washington Boulevard Marital Status: | Single [ spouse: | |
Work Phone: | | Mobile: | |
Workers Comp: |WcC2 Tl
ZipfPostal: 48226 ] aty: | Detroit | Ethnic Origin: | American Indian or Alaska Native (not Hispanic or Latino) |
State/Province: |MI | Country: [ united states |v| ecoccode: | [
Alt Phone: [ | altEmail: | | social security: l:l [£] 1099 Employee
e Terminated: | 5| Reason: | |
Pay Period: | Bi-Weekly || Pay Group:  [Bi-weekiy | S
Review Date: | |72 Next Review: | ||| | emergency contact: | | Relation: | |
Emergency Phone: | | phone 2: | |
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2. This delete confirmation message will be shown. Click the Yes button to proceed deleting an Employee record.
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@ Are you sure you want to delete this record?

L oYes || No

@ When deleting record that is being used by another record, this message will be shown.
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9 The record you are trying to delete is being used.

OK




	How to Delete Employee

