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Alliance Work Partners provides assistance for
retirement-eligible employees, retirees,
household members and dependents.
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Employee

Manager Termination Checklist

Slar Performer [Mrs): =1}

Please contact your depanment wilh any
uEstions conceming leave halances.

:‘ Empioyae Resources

Ask HR

Creesions fod Human Resduroes?

Call the UNT System Human Resources
Support Center, 1-855-878-7650, from 8
a.m. to 5 p.rm. Monday -Friday, Or, visit
hr.untsystem.edu, to find information and

resources.

Employee Relirement System

ERS administers the growp benefit plan
available for eligible employees, including,
health, dental, life, disability and other
imsurance benefits, such a5 a Lax-savings
Hexible benefit program,

Teacher Retirement System

Cowerage in a retirement plan is mandatory for
all regular faculy and staff working 20 hours
ar more per week, The Teacher Retirement
System is designed and administered by the
Teacher Retirement System of Texas for its
employees in public education,
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Select type of transaction, either involuntary or voluntary off-boarding
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Select an Action reason type

Then click on the magnifying glass to see a list of employees that you supervise
and are able to off-board

Select the employee that you are off-boarding
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After the employee has been selected and the information is correct select Add

Human Rescurces Reports
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Next select the off-boarding reason from the drop down list

Human Hesources Reports

Employment Off-Boarding Request Form

Off-Boarding Header

Transaction Type:

Inveduntary Of-Boarding

Entered on:  DROSZ01T

Compary: UNT System Adminisiration Requasior Emplid: 10923147
Action Reascn Typa: Terminason Reques! Status: Infteted
Off-Boarding ID:  NEXT Approval Date:
Reguestor Hame:  Maguire. Jamas M Approval Statug;
“ot-Boarding Reascn: Apprower Dprid;
]
FAR |0: [End of Job Assignmaent Checkiist I

Fgeduchion in Forcs
Resign in Lisa Discpl Action
rgat PeriRule viclation
\ork Permit Expined

Then select the Requested last day at work, the termination effective date will
be pre-populated, but you can change it

Human Resources Raports.

Employment Off-Boarding Requeast Form
Off-Boarding Header

Transaction Typa: Involuntary Of-Eoarding

Company: UNT System Administration

Action Reason Type: Termination

Entmred on: (803017
Requesior Emplid: 10523147
Request Status; Iniiased

Off-Boarding ID: HEXT Approwal Date:
Requesior Mame:  kMaguine, James M Approval Status:
"Off-Boarding Reascn: [ Falurs to Retum fom Lesve  w| Apgrovar Opeid;
FAR ID: Checklist 1D:

+ Employment Information

Employes ID: 10727685 Mrs. Cassandra Nash
Select Job Record for Termination

Job Record  Position

M W indore:

)

Job Code  Job Descriptisn Dlepartmment Dipartment Dessriptisn

() 000002174 1089 ANC Facinses Design & Consir 551000 Sys Fac Corpsirucfion-Gan

Requested Last Dy at Weork: ) Termination Efective Date: W



Then select Next

Employment Off-Boarding Request Form

Jff-Boarding Header
Endered on: Q&0 30T

Trarsacton Type: Invciuntary Off-Boanding
Compary: UNT System Administeation Requesior Emplid: 10523147
Action Reason Type: Termination Faquasl Statua: Inftissed
Off-Boarding ID:  NEXT Approval Dats:
Requestar Namse: Maguine, Jamaes W Approval Stahus:
*Off-Boarding R : [Fallure to Retum from Leave  w Approver Oprid:
PAR ID: Checkiist 1D

+ Employmaent Information
Employes I 10727652 Mrs. Cassandra Mash
Zelect Job Record for Termination

Jobs Code  Job Description

Diesparirent Depariment Description

dol Rwesed  Position
(= O CoCCE2 174 1053 A5G Faciies Cesign & Consir 51000 Eys Fac ConsirucBon-Gen

Raquested Last Day at Work: 08232017 W Termination Effective Date: 08242007 [

Then enter the Approved last day at work and the Access Removal Date

Enter comments if necessary and select Save & Preview

Human Rescurces Reports
Request Status: Initiates

Action Reason Typa: Terminaten
off-Boarding ID: Approwsl Db
Requestor Nams: Approval Siatas;
“atf-Boarding Reason: Approver Qprid:
PAR ID: Checklist iD:
+ Employment Information
Employes ID: 10727888 Wrs. Cassandra Mash
Selected Job Record for Termination
Job Record  Position Job Code Job Descripiion Degariment Department Descrighion
95000 Syh Fae Cormlruction-Gen

O O000T1T4 1058 ANG Facilies Dealgn & Constr
Requested Last Day st Work: (08232017 |3 Termination EMective Date: 08242017 ||

Approwed Last Day st Work: 08232017 ] Access Removal Date: panzI T ([H
Requedler Commanis:
COMMENTE]|

24k characters remaining =
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After save and Preview is selected the Off-boarding workflow is shown at the
bottom. Then select either 1) Save, 2) Save & Submit or 3) Cancel Request

Juman Resources Reports

Employment Inforrmation

Employes I0: 10727650 Wirs. Casaandra Nash
Selected Off-Boarding Job Recard

Job Record  Position Job: Coede Job D ripiiom Deepanrtrmeni Diepariment Description

0 poooz1Ta [al] ANC Facllfes Deskgn & Consir 951000 Sys Fac Construction-Gen
Requasted Last Day at Waerk: 08222017

n Termination EMective Date: JR242007
Approwed Last Day ot Work: 08232017 |[ig Access Removal Dabe: QRO2RMMT W
Regquesher Commanis
COMMENTS ¥
245 CNAraCiars remarng
Save Savé & Submit Gancel Reques!

Employee Off-Board WF Approval

Inveluntary Employment Off-Boarding Request for :Nash,Cassandra D.:Initiated
MigriSup Involuntary Of-Baard
Mot Rowted Mot Routed
MLitinhe Approvens » Erasglar Jaemfar Souidrs
& Campus HR Appiores E Departmaeni Admin Approwst



Approving voluntary/involuntary request

The approver will be sent an email with a link that an off-boarding request
needs their approval. You click on the link on go through the Manager Self
Service
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Then use the search function to find the appropriate employee. Only employees
that you superwse will appear when you search
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The Off-Boarding request approval appears as shown below. You are able to
change 1) the Termination Effective date, 2) Approved Last Day at Work and 3)
Access Removal Date. You are also allowed to enter any approver comments. If
you reject the off-boarding request you will be required to enter comments which
will be sent to the initiator of the request.
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Select Approve or Deny

Once the off-boarding request is approved by both the Manager and the Admin,
you will be sent an email with a link to the Manager’s checklist. Or you can go
through Manager Self-Service, Manage Approval Checklist.

The employee will also be sent a link to the checklist and will submit it to you
electronically when it is completed.

Please review the employee’s checklist and fill out the manager’s checklist as
items are being completed. Save it once all of the items are completed.



