How to Submit an End Date

Accessing your employee’s record

Entering your employee’s end date

Entering end dates for the following reasons
e Moving to a non-covered position (same employer)
e Leave of absence
e Military leave
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e Click on “Employees” from your side bar.
e Enter SS# or name for your employee and click on the “Search” button.

e Check the box in front of the employee’s social security number and open the

employee’s record.
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e Click on the “Submit End Date” button to open your End Date Screen.
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e Enter the end date

e Using the drop down box next to Reason Code, select the reason why employee is
leaving.
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e Click on the “Save” button.
e Click on the “Submit to KPERS” button.

e Your end date will process overnight and your employee’s record will show an
end date the next day.




Employee leaving a KPERS covered position and going to a non-KPERS covered
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When employee goes to a non-covered position, you enter an end date and reason
code “non-covered.”
The system automatically enters the next day as the begin date for the non-
covered position.
Employee returns to a KPERS covered position. The employee will now require
an end date for the non-covered position with termination code as termination.
Employer completes an enroliment with a return to payroll date.

You will complete the same process for someone going on military leave using
reason code as military leave and for leave of absence the reason code leave of

absence.

Correcl



