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Comp Time and Vacation Payout Upon TerminationComp Time and Vacation Payout Upon Termination

Enter termination 
record on Job Data

Start
Run  queries to 

determine 
remaining balances

HIP_TL_G2_INFO and 
HIP_TL_EE_BAL_BY_PERIOD are useful for this 

purpose. For leave balances, if Abs Prd Finalized 
= “N”, wait until absence period is finalized and 

value will change to “Y”

Complete G-2 Form 
and attach query 

results

Adjust employee's 
leave balance to 

zero (0)

Send G-2 with Comp 
Time balance for 

payout to 
Department Payroll

Comp Time 
payout 

required?
Yes

Adjust Comp Time 
balance to zero (0) 

using the adjust TRC 
CTZTA (State) or 

CTFTA (FED)

No
Use a date when 

the employee was 
last active.

Deferred 
compensation 

necessary?
Yes

Verify deferred 
comp deduction is 
set up in General 

Deductions

Submit Comp Time/
Vacation payout via 

HIPSHUP
No

Use earn code CTP for comp time 
payout and V for vacation payout

Loads PSHUP
Calculate and 

confirm paychecks
End
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