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Terminations
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Need for Termination is Identified by the

Example Reasons for Termination:
- Employee submits resignation to

- Department ends working relationship

- Student employee graduates

Department

supervisor

with employee
- Contract Ends

- Grant is terminated

Unit puts RT Ticket into
SSC.

Please see new hire
required document
guide for more
information on
supporting
documentation.

Unit checks ticket for
accuracy/approval.

Unit Approves

\ 4

Ticket received:
Preparer vets for
completeness

Approver conducts
thorough review of

4

Preparer
processes
termination in
Automated Data
Entry (ADE)
Terminations
Module in PS

Preparer
determines if a
leave payout is

due.

all paperwork,
routes to HR for
final processing.

Corrections Needed

Final Review of all
Documentation

Preparer calculates
leave payout due to
employee.

Preparer saves
calculation and

Unit cancels ticket

Leave supporting
Payout documentation to the
R . Payroll Pending folder
equired .
for the appropriate
time entry

\ 4

Termination
entered in Job
Data in PS

TICKET

RESOLVED




