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13. How to remove an employee record? 

Before removing an employee record, its related details should have been deleted to 
maintain the integrity of the system. 
Moreover, make sure that all required reports related to the employee have been 
generated and filed for future reference and retrieval. 

a. Delete all Leave records of the employee. 

1. Open the Absence Detail menu. Navigation: FastPath > Absence 

 

2. Find the Employee at the Find Person menu. 

3. Click the Delete button to delete the Absence information one by one. 

4. When the record is to be deleted, the “Decision” dialog box prompt. 
Click “Yes” button to confirm. 

b. Reomve SSHR user account linked with the employee. 

1. Logon the system using “System Administrator” 

2. Call the User screen. Navigation: Security > User > Define. 
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3. Enter the Employee Name and click Find. 

4. Find “CAP Employee Self-Service” in the “Responsibility” Tab. 

5. Clear the field of “Person”. 

6. Enter the end date in the “To” column of “Effective Date” both in 
“Responsibility” tab and “Effective Dates” box, if you want to disable 
the User Account as well. 

7. Save the records. 

c. Delete all Payroll records of the employee. 

1. Navigation: View > Assignment Process Results 
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2. Enter “Employee Full Name” or “Assignment” to search the 
employee’s records. 

3. Click the “Delete” button (on the menu bar) to delete the Payroll 
records one-by-one 

4. Save the records. 

d. Delete all Element records of the employee 

1. Navigation: People > Enter and Maintain and find the employee. 

2. Click “Assignment” button. 

3. Click “Entries” button. The entries screen prompt. 
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4. Delete the Element by clicking the delete button which place on the menu 
bar. 

5. When the Decision dialog box prompt, click “Yes”. 

 

6. When the Choose an option dialog box appear, click “Purge” 

7. Repeat steps 4 to 6 to delete other Elements. 

8. Save and close the form. 

e. Clear MPF scheme of the employee 

1. Open the People menu. Navigation: People > Enter and Maintain 

2. Find the employee. 

3. Date track to the Employee join date. 
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4. When the People menu appear, click “Assignment” button. 

5. Click the “Group” field to call the People Group Flexfield submenu. 

 

6. Clear the “Retirement Scheme”. 

7. Click “OK” to save the form. 

f. Delete the employee record 

1. Navigate to People > Enter and Maintain. 

2. Open the employee’s People Form. 

3. Click Delete > Select Yes > Click Purge 

 

 

4. Click Save and close the form. 


