
Paylocity Termination:  Teacher (10-month Contract) 
 

Overview 
When a 10-month teacher’s employment ends, specific steps need to be followed to terminate salary payments and 
benefit coverages accurately.  The termination is processed in Paylocity by the parish administrator at the school where 
the teacher is employed. 
 

Policy Summary 
Teachers who are on a contract and work 10 months in a calendar year have benefit coverages from September 1 
through August 31.   
 

Terminating Employment 
 

1. Log in:  https://login.paylocity.com 
 

2. Type employee last name in Employee Search box 
 

3. Press ‘Search’. 

  

https://login.paylocity.com/


4. Select Employee 
 

• Click Last Name 
 

  

  



5. On the ‘Employment’ tab, click ‘Status and History’: 

 

 

 

  



6. Click the orange ‘Manage Status & Seniority’ button. 

 

 

  



7.  Click ‘Terminate’. 

 

 
 

  



8. Enter termination details.  (All fields highlighted in green are required). 

 

• Click ‘Save’. 

Recommendation: Enter April 15 of the following year as the ‘User Account Deactivation Date’ so the employee has 

access to paystubs and W-2’s. 

 

 

 



Terminating Benefits 

1. Click the ‘Personal’ tab.  

 

 

  



2. Click ‘Additional Fields’. 

 

  



3. Click ‘Edit Additional Fields’. 

 

  



4. In the ‘Benefit_Custom4’ box, enter 08/31/XXXX (effective date for last day of coverage) and click ‘Save’.  

 

NOTE:  This information will feed over to Bswift in overnight processing and will terminate the employee’s benefits on the 

appropriate end date. 

Recommendation:  On the September 1 benefit billing report, verify that the teacher’s benefits no long appear on the 

report. 


