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Terminating an Associate via Desktop 
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August 12th, 2021 

 

Purpose of Activity 

To learn how to process an employee’s termination via Desktop device.   

 

Background 

This process is necessary for second supervisors to learn how to process an employee's 
termination through Paylocity’s desktop application.  

 

Prerequisites 

You must have downloaded the Paylocity app onto your device and logged into your supervisor 
account. 

 

Calendar 

This process should be completed as needed.  

 

Process: 

1. From the Self Service Portal, hover over the Employees tab. 
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2. Select Employee Search from the list of options. 
 

 
 

3. Click on the last name of the employee you will be terminating. 
 

 
 

4. Click on the Status & History tab. 
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5. Click Manage Status and Seniority. 
 

 
 

6. Select Status Change Termination from the dropdown list of HR Actions. 
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7. Change the employee status to Terminated. 

 

 

 

8. Select the Involuntary or Voluntary reason for the termination. 
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9. Complete the remaining details and add any comments you would like to share with the 
2nd level supervisor.   

a. Please note that the most common reasons for termination are resignation and 
retirement. 
 

10. Click Submit for Approval to submit the status change to the 2nd level supervisor. 
 

 


