How to change the details of an employee in Nako

If you want to terminate an employee in Nako you will firstly have to navigate to the “my data” tab.
Then click the employee button.
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On the next screen select the employee that you want to terminate.

Employees:
Code MName i
153 Metlhale, Motheo
Motsumi, Elisa
358 Mphuti, Mphao
&0 Mvambo, fvonne
402 Mchejane, Peter
& Mkulkane, Lydia
285 Mkukane, Petrus
28 Clifart, Johannes
12 Clivier, Sidwell
304 Paoane, Samuel
401 Fiet
400 RAKAK], SIMOMN
410 Rammile, Gladys
b2 Schalk, Sarah
363 Seabi, Uoyd
53 Sebotsa, Anna b
263 Seqola, David
M5 Selibe, Daniel
=
165 Tladi, Elizabeth
83 Tsehlo, Sam
178 Tshabalala, Tshabalala A
360 Tsoene, Pertunia
N Tsoeu, Sarah
266 Tsoimyana, Constance
33 Tsoimyana, Joseph
2 an Caller, Jenmy i
; | E— rrrm [ »

Click the employee history tab.
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The employee history should now appear.

Employement Histories | Departr
@ Employment History

Employed From Employed Till/ Ta
2015/09/01 MNAA

Click on the date to highlight it

Employement Histories | Deparfr
@ Employment History

Employed From Employed Till/ To

2015/09/01  [NA |

After highlighting it the employee histories details should now be available to edit.

Tick the employment terminated tick. The date employed to dropdown should now be available

Employment Histary Details
Date employed from: Tuesday . September -
Employment Teminated: ]

Date employed to: Thureday |, September -

Reason for cancellation:

‘ H Save ‘ | @ Cancel ‘

Select the day on which his employment will be terminated. You can add a reason for cancellation
but it is not necessary for termination proses to work.

Click on the save button.



A message should appear that reminds you to update your department history.

Remember to update your depa

Please take note that it is not necessary to go and change his department history. If an employee is
terminated the clocking system will automatically remove him from the department on the same
date as specified in the employment history.

The employee will now be terminated.



