Terminate Employee

Please note: Examples in this document are for training purposes only.

1  Sign-In to Workday

2  Click the "Search" field.
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4  Click "Terminate Employee"
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5  Click the "Employee" field.
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6 There are multiple ways to search for an employee. Type their name, or as in this
example, click "My Team".
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7 Click the radio button for the appropriate employee.
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9 Click in the "Reason" section.
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10 Click the "Primary Reason" field.
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11  Select the appropriate termination type.
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12  Select the appropriate termination reason.
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13 Click in the "Details" section.

Details



14 Type in the "Termination Date". "Last Day of Work" and "Pay Through Date" fields
will auto-fill. Edit as necessary.
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15 If applicable, enter "Resignation Date".
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16 In the "Position Details" section, leave the default settings ("Close Position"
should NOT be checked, and "Is this position available or overlap?" should be
checked).

Optional: Populate "enter your comment" field.
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17  Optional: Click "Select files". Attach relevant documentation.
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18 Click "Submit".

The termination request has now been submitted to Human Resources.
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