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Guidelines for Completing Termination iForms  

The scenarios listed below identify a specific type of termination that might occur.  Use the 
instructions and corresponding iForms screen shots to assist in processing the termination 
iForms.   General guidelines are provided for exempt and nonexempt employees.  

Exempt Employees 

General Guidelines:  

• Unless a person is retiring, all vacation/d-day/PTO time must be paid in a lump sum.  
With departmental approval, retiring employees have the option to have balances paid 
over time.  Employees receive no compensation for unused sick time and carry-over 
balances.    

• Probationary employees do not receive a payout for any accrued time off.   

• All time for exempt employees must be converted to days.  

• Departments are required to provide balances for vacation/sick/d-day or PTO.  SAP does 
not maintain this time off balances for exempt employees.  

• Company 10 employees are paid out vacation and discretionary days.  For Vacation, the 
most that can be paid out is double their annual accrual, up to a maximum of 40 days.  

• DUHS employees are paid out all time in the short-term bank upon termination.  DUHS 
retirees receive payment for all time in the short term and long-term banks. 

• PTO should be converted to days using an 8 hour per day work schedule since a monthly 
employee’s salary is  based upon the traditional 8 hrs per day x 5 days per week.   

• IForms is programmed to default to a pay out over time when the department selects 
the update termination date for those employees that are retiring.  If the person wants 
the payout to occur in a lump sum, the department will have to modify the termination 
date.   

• Employees do not get paid for holidays that might occur during the time their 
vacation/d-day/PTO time is paying out.  

• Termination forms that have payouts of Vacation/d-days/PTO time cannot be future 
dated.  Departments can begin processing terminations for the next calendar month on 
a monthly pay day (i.e. – February terminations can be done as of January 25).  If there 
is no payout of time, terminations can be processed for future dates.   

• Departments should always provide comments with the termination.   

•  Always select “Check” prior to submitting the iForm.  

  

 



April 2010  

 

 

1.  Situation:  Exempt employee terminating and has no time to pay out.  The last day the 
employee is present at Duke is the last day the person will be employed by Duke.  

 

In this scenario, if the termination is processed in accordance with the monthly payroll schedule, 
the employee will receive an accurate last check on the pay day for the month.  If the iForm is 
processed after the deadline defined in the monthly payroll schedule, the employee will be 
overpaid in the last payment if they are not being paid for the entire month.     If the last 
working day of the month was the termination date, the employee would be paid on pay day for 
the entire amount.   

2.  Situation:  Exempt employee terminating has vacation days/d-days/PTO to pay out.  The 
employee is terminating mid-month.   

 

 

  

1. Last day the person is physically present at Duke. 

3. Zero in all boxes since there is no time to pay 
 

4. Select 
this box.  

5. Term date and last day worked will be the same.   

2. Select the action and reason. 

1. Last day the person is physically present at Duke. 

2. The department must provide balances.  
Taken time applies up to the last day worked.  

3.  The department must account for all 
working days up to the last day worked.  

      
         

6. Corporate payroll 
subtracts the number of 
days needed to complete 
the month from the 
balance to determine the 
lump sum payout.  This is 
paid via Pay Exception 
using the daily rate of the 
payout month for the 
calculation.    

5.  Termination date will always be the last 
day of the month if there are enough days in 
the employee’s balance.   

4. Select 
this box.  

http://www.payroll.duke.edu/schedules/Monthly.pdf�
http://www.payroll.duke.edu/schedules/Monthly.pdf�
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Same scenario except the person does not have enough days to pay out the entire month.  

 

3. Exempt employee is retiring and is selecting to have balances paid over time.   

 

If the employee wants the time paid out as a lump sum, the department will need to manually 
go in a change the termination date to match the last day of the current month.  Corporate 
Payroll Services will calculate the lump sum payout amount, using the daily rate of the month 
of termination and prorating the calculation for any partial days. 

 

After selecting “Update Termination Date”, notice the termination date changed when only 6 days are 
available.   Date updates to six working days from the last working day.    

When the “Update Termination Date” button is selected, the 
termination date is 41 working days from the last working day.   

Days used for pay exception.  Formula:  daily rate of the month 
of the lump sum X number of days (whole or partial) to be paid 
= dollar amount of the pay exception.   
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Biweekly Employee 

Guidelines:  

• Biweekly employee time is maintained by SAP.  Departments do not need to input any 
specific information about vacation/D-days/PTO.  SAP will automatically pay out the 
time.   Employees receive no pay out for unused sick or carry-over balances.  These 
hours will count towards years of service in terms of calculating retirement.   

• Probationary employees do not receive a time off pay out.   

• As a general rule, the termination date and the last working day should match.  If they 
do not match, the department is required to provide a detailed explanation in the 
comments section of the iForm.  Forms that do not have the comments will be returned 
to the department prior to processing.  

• Unless a person is retiring, all vacation/d-day/PTO time must be paid in a lump sum.  
With departmental approval, retiring employees have the option to have balances paid 
over time.  Employees receive no compensation for unused sick time and carry-over 
balances.    

• Company 10 employees are paid out vacation and discretionary days.  For Vacation, the 
most that can be paid out is double their annual accrual.  

• DUHS employees are paid out all time in the short-term bank upon termination.  DUHS 
retirees receive payment for all time in the short term and long-term banks Employees 
do not get paid for holidays that might occur during the time their vacation/d-day/PTO 
is paying out.  

• If the person is retiring and selects to have their balances paid over time, departments 
can use the Time Off Report (ZHTIMEOFF) to determine the balance.  They must convert 
hours to days and complete the termination date as the last day the person will receive 
payment from the pay out.  The department will then need to submit paper time 
reports for the entire period paying out the vacation/d-day/PTO time indicating that the 
person should not accrue time due to a retirement payout on the paper time reports. 
ReportXpress departments should not submit time via ReportXpress time reports.   

• Departments should always provide comments with the termination. 

• Always select “Check” prior to submitting the iForm.  
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1. Situation:  The employee’s last working date is the same as his/her termination date. 

    

Note:  If the last working day and the termination date match, the iForm will automatically load 
into SAP.  

2.  Situation:  The employee’s last working date and termination date are not the same.  For 
example:  the person is on PRN status and doesn’t work every day or the person has been 
on a leave of absence and is terminating.   

 

 

 

1.  Last day the person is physically present at Duke. 

2. Select the action and reason. 

3. In most situations, the last day worked and the termination date 
should be the same.  Payouts of vacation/D-days/PTO will occur in the 
next available pay period based upon the processing date.   

1.  Last day the person is physically present at Duke. 

2. Select the action and reason. 

3.  Will require an explanation since the last working date and the 
termination date don’t match.   
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3. Situation:  The employee is a student employee who is being terminated as a result of a 
departmental clean-up effort.    

Note:  Unlike other employees, student employee’s last working day and termination date, 
must occur in the same calendar year.  If a department is doing clean-up across years, 
information must be included in the explanation associated with the termination.  

 

 

 

4.  The employee is retiring from Duke and wants to have their PTO/vacation/d-days paid 
over time. The employee has 20.5 days to be paid. 

  

 

 

Last date working and term date are the 
same and are in the current calendar year.  

The comments should be used to explain 
the details of the termination.   

2.  Last day the person is physically present at Duke. 

1. 21 working days from the last working day.  Time cards 
would need to be submitted to pay the person for their 
vacation/d-days/PTO until 3/21.  


