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How to Terminate an Employee 

Terminations are a two-part process. The first is an electronic termination through Ultipro and the second is 
completing the termination packet on Pace Pulse. Below are steps to complete both segments of the process. 

 
 

Part One 

1. Initiate the electronic termination in UltiPro. Visit Menu / My Team / My Employees. 
 

2. From the Role Drop Down Choose Director or Manager (not Manager No Changes). 

 
 

3. Type in your team member’s last name and click on their hyperlinked name to bring up their profile. 

 
 

4. From here, click Termination Info. 

 
 

5. To the right of your screen you will see an option under “Things I can Do” for Terminate Employee. 
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6. From here, complete all boxes with the needed information*. Include a short-detailed note to reference 
for future employment verifications etc.  
 
*Always check the inactive autopay and inactivate direct deposit boxes.   
If the employee is eligible for rehire, check this box. This is important! If the box remains 
unchecked, the employee will be flagged ineligible for rehire. 

 
 

7. Click Save. The termination then routes to the ED’s UltiPro inbox for approval. 
 

Part Two 

8. Complete the Termination Packet which can be found through the following path: Pace Pulse / 
Organizational Development / Benefits and Payroll / Payroll Forms and Documents / Termination Packet 
Folder**.  

**When you click on Termination Packet, links to the 4-documents appear in the same location.  

A. Complete the ENF and send the completed version to employeechange@pacecenter.org. 
B. Complete the remaining documents below and send these to payrollinfo@pacecenter.org.  

• Termination Checklist 
• Discharge Letter  
• Intellectual Property  

 
         

mailto:employeechange@pacecenter.org
mailto:employeechange@pacecenter.org
mailto:payrollinfo@pacecenter.org
mailto:payrollinfo@pacecenter.org

	How to Terminate an Employee
	How to Terminate an Employee

