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To begin a termination there are two ways to complete this
action just like many other processes in Workday. You can either
type ‘Terminate Employee’ in the search bar and click the link
below. Or you can search the employee’s name and choose
"Terminate Employee’ off of the related actions. Look at screen
shots below for reference.

Categories

| Common
Assets
Organizations
People
Processes
Procurement

Projects

Search Results > items

Tasks and Reports
Terminated Workers Analysis (Do Not Us

Lists the voluntary versus involuntary turnover c
and other drillable fields such as organization. T|

Terminate Employee «

Data Validation - Terminated Employees

Tip: try selecting another category from the left to

Peter Pan 8
Meverland (Malefice

Employee

ip: try selecting anod

Available Actions

Compensation
Job Change
Manage Work
Organization
Personal Data
Safety Incident
Talent

Time and Leave

Worker History

Favorite

Terminate Employee «

Worker Peter Pan 0 =
View Team | M antant

Transfer, Promote or Change Job |

Bss
Change Location |

r
Add Contract 3\. 17601

[

aof

Start International Assigpment '

(=) Job
Organization  Meverland (Maleficent Snow)
Manager Maleficent Snow

Location Elizabethtown
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When selecting the employee
to terminate go through each
of the steps. Please note that
steps with red asterisks are
required as well as putting in
at least one reason for why
the employee is leaving.

Title

Terminate Employee Peter Pan ---| Server (...

Termination Date *| /1
Reason * | =
Close Position []

s this position available for overlap? [ |

(=) Additional Information

Secondary Reasons

Last Day of Work | _[ {
Fay Through Date x| /WM
Resignation Date P | EM
Motify By I r M

Recommended Minimum Motification Date empty

Regrettable » []

Attachments

6 Worker Document *Document Category
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When entering a date please be sure to enter the correct Termination date ,because
Workday is very date driven. The ‘Last Day of Work’ and ‘Pay through Date’ will
automatically update once a termination date is entered. Then choose a reason for the
employee’s departure, either Voluntary or Involuntary and choose the appropriate reason
from the list provided.

Termination Date * | 09/06/2014 A
Reason * = Q
Close Position |:| Top - Involuntary

Involuntary = Involuntary - Other -
Is this position available for overlap? [ | Explain

. ] Involuntary = Misconduct
(~) Additional Information

Involuntary = Mo Return From LOA
Secondary Reasons

nvoluntary = Mot Adapted to Worl
Last Day of Work * | 09/06/2014 A )
- Involuntary = Not Authorized to Work

Pay Through Date * | 09/06/2014 [ L

: - Involuntary = Office/Department 3
Resignation Date _f m Closed
Notify By 09/06/2014 ¥ Involuntary = Poor Job Performance
Recommended Minimum Motification Date empty Inwnluntary = Possesion/ilse 2

Regrettable []
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Next choose whether or

not to close the position Enter a secondary reason if applicable.
1 and if it is available for 2
overlap. Remember, only @ Additional Information
close a position if there is Secondary Reasons &

no need for the position
after the employee leaves.

Close Position []
Once you have reviewed

the information and
4 attached any necessary

Is this position available for overlap? [ ]

Please then choose whether or documents please click
3 not this employee’s termination is the ‘Submit’ button.

regrettable or not. Choose

regrettable if the employee was | Submit

valuable and it is regrettable that
they are leaving.

Regrettable []
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Congratulations you have successfully started the process of terminating an
employee. The next steps now involve several other people to complete the
process. First the Manager’s Manager must review the information and
approve the action. After that has taken place and the termination is
approved, Human Resources must now complete several steps to finish the
termination such as reviewing the dates and reasons given. As well as the
option of creating an exit interview. Once an exit interview is completed the
process is now complete.

You have submitted Terminate: Peter Pan ..

Up Next

Approval by Manager's Manager
Due Date 08/30/2014

(») Details and Process
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Questions or Comments?




