Employee Automated off-boarding guide

Employee

1. Go into desktop dashboard

IR IL W DU Uy

L
Employes Termination
Reqguiest
Employes Tenminalian
Chechklist
Eis >
Texas Stale Service ¥

Approve an electronic Payroll Action Request

& Employes Assistance

Allance Work Parmners provides assistance fof
retirement-eligible employees, retirees,
household members and dependents.

Professional help is available for a varniety of
work and life 1ssues.

l Register for an AWP account ]

]

[Ell employment Off-Boarding

Employee lermination Request
Employee Starts Off-Boarding Process

Employes Termination Checklise
Complete Termination Checklist

Comp 1.0 Balancs
{Hrs):

Please comladt pour department wilh any
quesiions: concernng leave balances.

B Employee Resources

Ask HR

Cuestions for Human Resources?

Call the UNT System Human Resouices
Suppart Center, 1-855-8F8-76%0, lrom &
am. to 5 porm, Monday-Foday, Or, visit
hruntsystem.edu, to find information and
FESGUNCes.

Employes Reliverment Sysiem

ERS admanisters the group benslint plan
available for eligible employees, including,
health, dental, life, disability and other
insurance benefits, such as a tax SAVINgS

Select reason for leaving, then select “ADD”

Message Center

Cypress

I8 Farm
Privacy Elections

Sall Service Help

Off-Boarding IDNEXT

Employment Off-Boarding Rgst

Eind an Exigting \Valua Add a New WValue

Transaction Type "voluntary Of-Boarding :I

Action Heason Type
Reskgnation
Company Rﬁiﬂm!

Employee 1D 10990475



Select Off-Boarding reason from drop down list

Employment Off-Boarding Request Form

Off-Boarding Heador

Traraaction Type
Company:
Action Reason Type:
Ofl-Boarding ID:
Rogquestor Namse:
“Qi-Boarcing Reason:
PAR ID

Viehaaary Of-BOBIsng

UNT System Administration
Resspraton
NEXT

Davis, James Kavin

Carwer Advancemaent Opporunty
Confilc? with Co=YWorkers
Dissatisfied wionk Arangasmnt
Cissatiafied wim Day
Catanafiged wi Todsbehoginn
Famlby Reasons

et Meaiors

M .‘..1:',.

Pursye Egucation

Rwocation

Fiadignation

Tranafar fo Ancther State Agcy

Endered on: 0ATI0NT

Requesionr Emplid;

10990475

Reques! Status: Initisted

Approval Date:
Approval Status:
| Apprower Oprid:

Checkiist 1D:

Select the active job record that are leaving from, NOTE: If you have more than
one active job record you must fill out an Off-Boarding request for each active

Job Record

Then enter the Requested Last Day at Work or use the drop down calendar

Select Next

=mployment Off-Boarding Request Form

iff-Boarding Header

Transaction Type

Company

Action Reason Type:

Of-Boarding ID. NEX

Requestor Name;

“OfT-Boarding Resson: [Confict wis

PAR D

Employment information

10990475

Emgicyes ID

ohatary Of-Boarding
UNT System Agrministraton
R esigranon

Cavi James Kevin

Mir. Jarmed Davis

Select Job Record for Termination

Jobs Record  Poalion

. 000002454

Job Code Job Descriplon

1047 AVE Facilties Ping Dy

Ragquested Last Day at Work: "

Entered on:  D&O2201T

Requestor Emplid:

Requesi Statun: Irtated

Approval Date:

Approval Status:
A ower Oprid:

Checkling 1D

Ciepartment Descrighon

Sy ot Dev-Gen



You can now either 1) save the request (to be edited at a later date) 2) save and
submit the request or 3) cancel the request

Emplu:'!nwn'. Information

Employes ID: 10990474 Wi James Dads
Selected Off-Boarding Job Record

ob Record  Posilion ok Code Job Deacription Departmend Diepart—ent (s -
o4 A aciithos 0L EE s Fac Dere-Ge
Roguested Last Day ot Work: 087162077
quirster Comments
W

MRS ANes

Save Save & Submit Cancal Rpgees!

mployee Off-Board WF Approval
Voluntary Employment Off-Boarding Request for :Davis James Kevin:initiated

Employes Voluntry Off_Boarding
Mot Routed Mot Routed
Bressier Jonnfer Susane Magure_James &
f'u' Dagar il Actmes ADr o N S vTar. Wlirusie Apgrosssl

If you select Save and submit who will receive an email indicating that the
request has been submitted.



