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Terminate Job

Use EdPay to terminate an employee’s job

You will need to know —
' EdPay ==
. Employee’s last day of duty o

. Reason for terminating .
Log in to EdPay
Watch a short demo on how it works
N My Employees When you first log in, you see
ly School

the My Employees page or you
can chose it from the side menu

My Employees

+% Add Employee

AdminS, Demo . .
Click on an employee whose job

Adminé, Demao
Alson Tereea you wish to terminate

Andrews, Marjorie

Baker, Emest

Banks, Doug

My Employees

Andrews, Marjorie
MoE: 4388577

How to terminate an employee’s job K 01 Teacher

1. Click on Terminate Job bersonal Detais
N i for e bt appea\ Financial Details

€ Terminate Job

+8 Add Employee

Terminate Job

Marjorie Andrews
4388577
B §12 - Teacher

Show more

3. Enter last day of duty

The Last Day of Duty has been extended to 12/04/20, this is to ensure
your employee receives the correct pay for the final week worked.

4.  Select reason for ending
the contract from the dropdown

Enter the employees last day of
duty* pey i 10/04/2020

5.  Answer any additional questions

Enter the reason for ending the ‘@

contract* End of Fixed term

that pop up

6.  Click SUBMIT



http://www.edpay.nz/
https://vimeo.com/403524633

