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WORKFLOW — Notice of Separation Guide

KENT STATE

WORKFLOW
Notice of Separation (NOS)
Initiator Guide

About the Notice of Separation Workflow

The Notice of Separation (NOS) Workflow is to be used for voluntary and involuntary separations of all
faculty and staff members. The employee’s supervising authority is responsible for completing the
Notice of Separation workflow prior to the employee’s last day of employment. This form will assist
with ensuring any outstanding university-related items have been returned or processed.

Workflow Route

ROLE

WILL RECEIVE CONFIRMATIONS/NOTIFICATIONS

1. Initiator

On-screen confirmation message of a form

Email confirmation after submission of form

Email notification if a document is returned for edit
Form appears in worklist

Email confirmation when workflow is complete or
denied

PTao oo

2. Approver (Department Head)

Form will appear in Worklist
b. On-screen confirmation message upon submission
of a form

Q

3. HR Records Processor or
Academic Personnel Processor

a. Form will appear in Worklist
b. On-screen confirmation message upon submission
of form

4. HR Benefits Processor and Payroll
Processor

a. Form will appear in Worklist
b. On-screen confirmation message submission of
form

5. Other Departments

Members of the ‘NOS Notification’ distribution list
receive an email when processing is complete:
e Parking Services
e Access Management
e Division Budget Officers
e Recreation Services
Procurement
FlashCard Office
Advancement Office
Regional Campus Administration
e Regional Campus Budget Office
e Telecommunications
e Others
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Accessing Workflow/FlashLine

The Notice of Separation workflow is available through FlashLine

Welcome Ms. Francine M Murphy M.Ed.
You are currently logged in.

My Action Items

D § A a

Drive Blackboard Groups Logout  Help

Directory E-mail

My Banner £ ik e

Banner INB
Authorized users, access Banner's administrative services from the
headline.

Advancement Officers Self-Service Banner
Authorized users, access Banner's advancement self-service from the
headline.

Finance Self-Service Banner
Authorized users, access Banner's finance self-service from the
headline.

Please note: If your user account has not been granted permission to
access certain areas of Banner INB, these links will not work for you.

Select Notice of
Separation

Time Approval in Kronos

Kronos (Supervisor) Approve Timecards
Supervisor Manual
Supervisor Quick Guide

Supervisors unable to log into Kronos through the supervisor link
please contact Payroll for further assistance at 330-672-8640 or
payroll@kent.edu. For assistance with Java issues please contact the
helpdesk at 330-672-4357 or on the web at support.kent.edu.

Time Approval

IS
Workflow & Utilitiesu
Utilities

FlashCart Tap into this resource for
purchasing power.

Imaging Resources

« Banner Integrated Document Imaging Applications

+ Stand Alone Document Imaging Applications
Reporting (Cognos)

Workflow

Course Catalog Update
Expense Reimbursement
Grade Change

Graduate Admissions History

Notice of Separation
Begin new or check status (initiated after 8/1/2013)

Notice of Voluntary Separation Archived
Check status (initiated prior to 7/21/2013)

Position Request Authorization
Scholarship Payment Authorization

Section Title Change

FLASH
CART =

My Worklist (&) (5

Organization Warkflow Name Activity Created Details

[¥] Refresh [ Show Entire Worklist [¥] Open Workflow

FAMIS Resources (=lES
FAMIS Online Store

Request maintenance and operations materials from University Facilities
Management Stockroom.

FlashTrack

Enter all maintenance and service requests.

FlashTrack Training Documentation (pdf)

University Facilities Management Survey
Tell us how we are doing! Complete our survey.

The Kent State Help Desk does not handle support for FAMIS. For all
FAMIS support please contact:

Cindy Gary

FAMIS System Specialist
Office - 330-672-2886
E-mail - cgary@kent.edu

»
x

Research Channel o
Getting Started

 Research resources at Kent State

m

+ COS-PIVOT custom funding opportunities and research profile

Section Meeting Time Location

1. Open FlashlLine
2. Select the My Action Items tab
3. Locate the Notice of Separation links in the Workflow section
a. Select the Notice of Separation link to launch new NOS workflow or search for
workflows submitted on or after August 13, 2013
b. Select the Notice of Voluntary Separation Archived link to search for workflows
submitted on or before August 12, 2013

Cindy Gary

FAMIS System Specialist
Office - 330-672-2886
E_mail - raarvAkent.edy

EXp

15 through the
i please contact
1640 or - — -

Notice of Separation ( to be completed by employee's

Grade Change

supervisor, or supervisor's designee)

s

iation
1en acces:
measura!
orotect cr
& an errg
where yo
sources. /

Employees who plan to resign or retire should prepare a letter of intent
to retire or complete, sign and provide their supervisor with a Notice of
Voluntary Resignation form, which may be found in the HR Forms
Library

s Acce
portal

elf-servic
:cess Wit
% qternet Mi

| « Banner Workflow
« Imaging Resource:
= Reporting {Cognos
Please be aware, these a
on-campus connections v

Continue
|@n S

‘ Finance Reports

oiaix ‘

4. A pop up message will appear
5. Click Continue

Page 2 of 23 July 2013



WORKFLOW — Notice of Separation Guide

Initiating/Submitting a New Notice of Separation

KENT STATE NOTICE OF SEPARATION

Francins | Lo |

The Notice of Separation Page will
Open - Select Submit a New Notice ‘ Submit a New Notice of Separation ‘
of Separation

‘ Search Notice\BH,Separations ‘

1. Select the Submit a New Notice of Separation link

KENT STATE. NOTICE OF SEPARATION

Enter the 9-digit Kent
State ID Number R
Francine Murpny] Logout ‘

Kent State ID Number: | 8838838888 H O Find Employee ‘

2. The Search Window will open
3. Enter the 9-Digit Kent State ID Number
4. Click the Find Employee link
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Click to Close

o i |

Kent State |ID Number: P Find Employee

a. Anerror will display if the Kent State ID Number is not found
b. Click the Close X to close the window

NOTE: The Kent State ID Number (Banner ID) is required to launch the NOS workflow. To obtain the
Kent State ID Number contact:

e For Faculty

o Academic Personnel —330-672-2220
e For Staff
o Records—330-672-8316
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F SEPARATION

Kent State ID Number: | P Find Employee

@ Employee Information Flash, Gloria (gflash1)

Training Coordinator

Employee Class: U1
Position Numbe
Suffix Number: 00
Job Type: P
Payroll ID: SM

Department: Project Management

Campus:
Uni
Divisior
Orgn Code: 100525

ostal Delivery Type:

@ rorwarding Address "
Q T us.a International

Please enter or update the

employee's current or forwarding

address (if applicable). This Address Comments:
information is required for

university communications

including W-2 and benefits

notifications

Kent Campus

* Last Working Date:

* Date Forwarding Address Effective:

Telephone:
330-555-1212
* .
@ Retain System Access Retain System Access:

T Yes © Mo

Check NO if the employee is

permanently leaving the University.

Check YES if the employee will be

returning to the University in a

different capacity andfor has a

legitimate business need to retain

access to secured university data

(i.e. rehired retiree, working for

the university through a temporary

agency, non-paid pasition, no

assignment but doing research for

a grant, between academic

appointments).

* Choose R -
€ Reason for Separation oose Reason:
-- Select a Reason -

Please send a copy of the Reason
for Separation letter by 08-06- )
13. Comments (optional):

@ cContact - * Contact Number:

Please enter a telephone number
where processors can contact you
if they have questions regarding

this voluntary separation.

Checklist for Terminating/Transferring Employees

@ Reference Material HR Forms Library
HR Farms Library

VP Information Services
: VP Information Services

@ Attachment

™ * | am attaching the required
document for proper filling pursuant to
University Policy regarding records

| retention policy 3342-5-15.

OR

| Submit Notice of Separation |®
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Francine Murphy

Leave Category: UF
Benefit Category: FT

NOS FORM OVERVIEW

1. Logout Link

2. Search

3. Employee Information
4. Last Work Date

5. Forwarding Address
6. Retain System Access
7. Reason for Separation
8. Contact Number

9. Reference Material
10. Attachment

11. Acknowledgement of
Documentation Checkbox

12. submit Notice Link

™ * | confirm that a letter of resignation

termination form has been received by this office and
forwarded (via fax, pdf file or campus mail) to either
Academic Personnel or HR- Records for proper filing
pursuant to University Policy Regarding Records Retention
Policy 3342-5-15.
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Notice of Separation (NOS) Submission Form - Initiating and Completing
the Workflow

This section will cover the fields that should be completed before submitting the Notice of Submission
Form.

Multiple Jobs

If the employee has multiple jobs, a pull-down list containing all current jobs will display.

KENT STATE. NOTICE OF SEPARATION

Francine Murphy

Kent State ID Mumber:| 888777666 | P Find Employee

Golden, Franklin (fgolden) Leave Category: UF

Employee Information
o 2 Benefit Category: FT

* Current Job(s): |- Select a job
— Select a job — Ib
Asst Dir, Undergrad Stu Sves - 990400 {01)
Term Position - NE - 992370 (00) ‘

* Last Working Date:

1. Select the Current Jobs pullOdown list
2. Select the job that will be processed from the list
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Employee Information

This section of the form is populated by Banner data. Use this section to confirm that the correct

Position has been selected.

Employee with Single Job

All position information will automatically populate for employees with a single job.

Francine Murphy

Kent State ID Mumber:| 885838888 P Find Employee

@ Employee Information

Flash, Gloria (gflash1)

Leave Category: UF
Benefit Category: FT

Training Coordinator

Employee Class: U1

Position Number:

Suffix Number: 00
Job Type: P

Payroll ID: SM

Department:

Campus:

Unit:

Division:

Orgn Code:

Employee with Multiple Jobs

Employees with multiple jobs will have

991839

Project Management
Kent Campus

WP Information Services
VP Information Services
100525

a drop down list of his or her positions, and the selected position

details will populate in the Employee Information section.

Kent State ID Number:| BBETTTE6E

@ Employee Information

* Current Job(s): Term Position - NE - 992370 (00)

Employee Class:
Position Number:
Suffix Number:
Job Type:
Payroll ID:
Department:
Campus:

Unit:

Divizion:

Orgn Code:

Page 7 of 23

Golden, Franklin (fgolden)

| £ Find Employee

Leave Category: UF
Benefit Category: FT

u3

992370

00

S

BW

School of Digital Sciences
Kent Campus

School of Digital Sciences
Academic Affairs/Provost
100869

Drop Down List
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Last Working Date

The Last Working Date is the last day the employee will be in paid status. For example, if the
employee’s last day is August 12, 2013, but they take vacation on August 9", the date that should be
selected is August 12",

If an employee is retiring, the last working day will always be the last day of the month; retirement will
begin on the first day of the following month (ex: Employee is retiring September 1%, last working date
is August 31%).

* Last Working Date:
0811212013 |

0 August 2013 0
Sk Mo Tu We Th Fr SM
1 2 3

] > 5] 7 8 o 10
121, 13 14| 15| 16| 17
18 1%21] 21| 22| 23| 24
26 27 28 29 20 321

* Last Working Date:

Click inside the Last Working Date field
The calendar will automatically open

Use the forward 0 and back @ buttons to move through the calendar
Click on the date in the calendar to select it
The date will populate in the Last Working Date field

ukhw Ne
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Forwarding Address - USA

This field must be populated with the current or forwarding address for the employee. This address will
be used to send any university communications such as tax forms.

* ; -
@ Forwarding Address Postal Delivery Type:

® U.S.A. T International
Please enter or update the
employee's current or forwarding
address (if applicable). This * Address Line 1:
information is required for =
university communications, | 123 Main Strest |
; ing W-
::Octli%dcl:t?o‘,'.,‘ilz and bensfits Address Line 2:

* City, State, Zip:
|Cuyahoga Falls || OH || 44221 |

Address Comments:
Per conversation with employee, address has been validated. =

FMM

* Date Forwarding Address Effective:
| 0811212013

Telephone:
| 330-819-4927 |

1. Select the U.S.A. Postal Delivery Type radio button

2. The current Banner address and telephone number will populate
a. If address is changing, please modify/correct

3. Add any address comments

Select the Date Forwarding Address Effective

5. If necessary, update the Telephone Number

E
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Forwarding Address - International

If applicable, this field must be populated with the current or forwarding address for the employee. This

address will be used to send and university communications such as tax forms.

* Postal Delivery Type:

© rorwarding Address 3}
T U.S.A. @ International

Please enter or update the
employee's current or forwarding
address (if applicable). This International Address:

information is required for B899 Buckingham Place
university communications, Londen SW1Z 1RZ

including W-2 and benefits X !
notiﬁcat?ons. United Kington

Address Comments:
Address confirmed with Gloria.

FMM

* Date Forwarding Address Effective:
0811212013

Telephone:
| 44207930483 |

1. Select the International Postal Delivery Type radio button
2. The International Address field will open
a. Enter the address
3. Add any address comments
Select the Date Forwarding Address Effective
5. If available, insert the Telephone Number

E
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Retain System Access

This section is used to communicate if the employee will be needing system access after the NOS is
processed.

Retain System Access - Yes

* Retain System Access:
® Yes © No

* Legitimate business reason for retaining access:
Employee needs to acecess email through end of semester to post grades.

M

1. Select the Yes Radio Button

The Comment field will open, enter the legitimate business reason for retaining access

3. Complete Third Party Access Form available at
http://www.kent.edu/is/security/upload/thirdpartyemail.pdf

N

Retain System Access - No

* .
@ Retain System Access Retain System Access:
© Yes ® MNo

Check NO if the employee is

permanently leaving the University.

Check YES if the employee will be

returning to the University in a

different capacity andfor has a

legitimate business need to retain

access to secured university data

(i.e. rehired retiree, working for

the university through a temporary

agency, non-paid position, no

assignment but doing research for

a grant, between academic

appointments).

1. Select the No Radio Button
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Reason for Separation

This section is used to select the reason for separation whether it is voluntary or involuntary.

"

Voluntary - Retirement

60 - Regular Retirement

61 - Early Retirement

62 - Disability Retirement
Voluntary - Resignation

10 - Accept Other Employment

11 - Job Dissatisfaction

12 - Medical Reason

13 - Attend School

14 - Personal Reasons

15 - Resign While on Layoff

© Retain System Access 18 - Mutual Agreement

Check NO if the employee is 19 - Relocation

permanently leaving the University. 21 - Resignation Reason Unknown
Check YES if the employee will be Voluntary - Other

returning to the University in a 41 - Expiration of Funding

different capacity and/or has a
legitimate business need to retain
access to secured university data

53 - End of Temporary Assignment
70 - Deceased

(i.e. rehired retiree, working for Involuntary ;

the university through a temporary End of Term/Temporary Appointment

agency, non-paid position, no Megative Tenure Decision

assignment but doing research for 90 day notice - Termination of Administrative Appointment
a grant, between academic 30 day notice — Termination for Cause

appointments). Position Abolishment

Immediate Termination for Cause
Probationary Termination

@ Reason for Separation Other (Specify in Comments)
-- Select a Reason -

14

Please send a copy of the Reason
for Separation letter by 08-16- . I}
2013? 4 Comments (optional):

* Choose Reason:
-- Select a Reason - ]

1. Select the Choose Reason drop-down list - 5
2. The list will open — list is broken down by Category and Sub-Category — make selection from sub-
categories
a. Voluntary — Retirement
b. Voluntary — Resignation
c. Voluntary — Other
d. Involuntary (You will be directed by Human Resources on what to select for an
involuntary reason, last working date, etc.)
3. If applicable, fill in the Comments section, this field is optional
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Contact Number

This field is used to enter the telephone number where Human Resources and Academic Personnel
processors can contact the initiator regarding voluntary separation.

* Contact Number:
330-672-1111|

Please enter a telephone number |
where processors can contact you

if they have questions regarding

thiz voluntary separation.

€ contact Information
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Reference Material

Select one of these two links for additional materials.

Checklist for Terminating/ Transferring Emplovees
HR Forms Library

g

€) Reference Material

ChecKlist for Terminating/Transferring Employees

Select this link to open and fill out the checklist.

Note:

e The employee’s supervisor is responsible for completing the checklist no later than the
employee’s last day of employment

e Please initial each item on the checklist as it is completed

o Both the employee and the supervisor should sign the form when complete

Print Form

Eent State ID MNnamber

KENT STATE

Checldist for Terminarng / Transferring Employvees

Instructions
*  The employee’s supervizor is responsible for completing this checldist no later than the employee’s lact day of employment.
*  Pleace initial each item as it is completed.
*  Both the employee and the supervisor should sisn the form when complete,

1.  Assuge that all outstanding leave has been submuitted and spproved.
2. Remind emplovee to clear any ontstanding acconats on campus (.., parking and/or lbrary fines, etc.)

3. Collect any Unmrersity keys :ssued to the employee: key card, budding access, inclnding deactrvating code(s) on the
building security access system)s).

4. Obtain any University equipment or other materials assigned to the emplovee, e.g. nniforms, tools, computer
equipment, cell phone, laptop, ete.

5. Collect employee’s FLASHcard and retuen to the FLASHeard office (First Soor of Kent Campus Student Center).

ﬂﬂ}}'paﬁhﬂg pecmits, including service permits. Ret

Services (Michael
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WORKFLOW — Notice of Separation Guide

Select this link to go to the HR Forms Library.

EMPLGYER SUPPORT OF
THE GUARD AND RESERVE

* Affirmative Action

»

»

»

»

Benefits & Wellness.

Employee Relations &
Recognition

Employee Resource Manual

Employee Resources &
Re:

Employment & Compensation

Page 15 of 23

Forms Library

Human Resources > Forms Library

Absence From Work (Leave)
Benefits

Employment

Equal Opportunity and Affirmative Action

Faculty Personnel

Pay (Compensation)
Payroll

Performance Appraisal

Resignation & Separation

Miscellaneous Q
Total Compensation Calculator

Search the Forms
Library
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Attachment

The Notice of Separation workflow only allows for one (1) attachment per submission. If you have
multiple documents to attach, the best practice would be to scan all documents into one (1) PDF and

attach it.

Selecting Attachment

| » Computer » Home (H:) » Notice of Separation

=

o

Organize = New folder

|| Faculty Load and Compensation -
|/ Faculty Recruitment App

| FlashCart

|/ Google Apps

|/ GradCoordinatorWorkshops

| Graduate Coordinator Training
1/ Imaging

. Jamie

|- JOB AIDS AND VIDEOS

1 Library Constituents

1 Mew Hire Benefits 558

|| Mew Hire Orientation

| Motice of Separation

|\ oCcPM

File name:

Name

] Gloria Flash Letter of Resignation,docx
] Submit a Notice of Separation 1.%0(

Date modified

8/2/2013 3:42 PM
8/2/2013 3:33 PM

~ [ 42 [ Search v
- 0O @
Type Size
Microsoft Word D... 13KB
Microsoft Word D... 1,050 KB

[

+ [AFiles ) -]

3

@ Attachment

Select the Browse button

Search for your document
Select the document to attach

PWNPE

Browse. ..

The Choose File to Upload window will open

H:'Notice of Separation'Glora Flash Letter of Resiznarion.docx| Remove Attachment

Page 16 of 23

The document name and link will be visible
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Viewing Attachment

H:'\Notice of Separation\Gloria Flash Letter of Resignation. docx l:l

g

1. Select the link to the document
2. The document will open

Removing Attachment

H:\Notice of Separation'\Glona Flash Letter of Resignation. docx

g

1. Select the Remove Attachment link (it will turn red when selected)
a. The document will be removed
i. No message will display asking you to confirm

Browse. ..

2. The Attachment field will be empty
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Acknowledgement of Documentation Checkbox

One of two checkboxes must be selected. Select the first checkbox (on left) if the documentation is
attached. Select the second checkbox (on right) if the documentation will be forwarded to Academic
Personnel or Human Resources.

- * I am attaching the required O |* | confirm that a letter of resignation or
document for proper filling pursuant to termination form has been received by this office and
University Policy regarding records DR forwarded (via fax, pdf file or campus mail) to either
retention policy 3342-5-15. Academic Personnel or HR- Records for proper filing

pursuant to University Policy Regarding Records Retention
Policy 3342-5-15.

1. Select the appropriate checkbox
a. You must select one — blank checkboxes or multiple checkboxes will not process

Submit Notice Link

Submit Notice of Separation

1. Click the Submit Notice of Separation link

Required Fields Missing

Click to Close

* Date Forwarding Address Effective:

330-819-4007

If one or more required fields are missing, and error will appear in a red box at the top of the page.

1. Close the error window
2. Locate the missing information as indicated by the red highlighted field

* Date Forwarding Address Effective:

3. Enter the required information
4. Click the Submit Notice of Separation link
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Workflow Submitted Successfully

° Your Notice of Separation workflow has been submitted. Please logout and close your browser.

INUTIUE P OErAKATIVIN ' 2
Click to Close

Francine Murphy

1. A message will appear in a green box at the top of the page indicating that the workflow has
been successfully submitted
2. Close the message

Processing Multiple Notice of Separation (NOS) Workflows

If you will be initiating multiple Notice of Separation workflows at one time, you must sign out of the
workflow completely and sign back in. Note: You do NOT need to sign out of FlashLine.

° Your Notice of Separation workflow has been submitted. Please logout and close your browser.

INUTIUE \JE SEFAKATIVUIN ' 3
Click to Close

Francine Murphy
/S SunGerd Higher Education % s Submit - Notice Of Separe [
L cC A A - V /N fSeparation/Initiator/View/92confirmation=True =
ose
S KSU [ KentFreslib  Browser Tab Herc - Higher Educa.. {[5] TeamDynamixHE Hi.. (] Imported From[E sbe  Display Faculty/Staff... [ Other bookmarks

KENT STATE.

NoTice OF SEPARATION

I

Francine Murphy‘ Logout ‘

Kent State ID Number: 838388888

@ Employee Information Flash, Gloria (gflash1) Leave Category: UF
Benefit Category: FT

Training Coordinator

2. Close the Browser Tab
3. Continue to the next workflow
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Search Notice of Separation Workflows

KENT STATE. FlashLine

count  Student

Welcome Ms. Francine M Murphy M.Ed.
You are currently logged in.

My Action Items

() oBe )

Directory E-mail Drive Blackboard Groups - Logout  Help

My Banner [=[iF b3
Banner INB

Authorized users, access Banner's administrative services from the
headline

Advancement Officers Self-Service Banner
Authorized users, access Banner's advancement self-service from the
headline

Finance Self-Service Banner
Authorized users, access Banner's finance self-service from the
headline

Please note: If your user account has not been granted permission to
access certain areas of Banner INB, these links will not work for you.

Select Notice of
Separation

Time Approval in Kronos

Kronos (Supervisor) Approve Timecards
Supervisor Manual
Supervisor Quick Guide

Supervisors unable to log into Kronos through the superviser link
please contact Payroll for further assistance at 330-672-8640 or
payroll@kent.edu. For assistance with Java issues please contact the
helpdesk at 330-672-4357 or on the web at support.kent.edu.

Time Approval PAll=lE )5

=
Workflow & Utililiesu
Utilities

FlashCart Tap into this resource for
purchasing power.

Imaging Resources

« Banner Integrated Document Imaging Applications

= Stand Alone Document Imaging Applications
Reporting (Cognos)

Workflow

Course Catalog Update
Expense Reimbursement
Grade Change

Graduate Admissions History

Notice of Separation
Begin new or check status (initiated after 8/1/2013)

Notice of Voluntary Separation Archived
Check status (initiated prior to 7/31/2013)

Position Request Authorization
Scholarship Payment Authorization

Section Title Change

FLASH
CART [=

My Worklist (=)[F3FT

Organization Workflow Name Activity Created Details

[¥] Refresh [¥] Show Entire Worklist [Fl Open Workflow

FAMIS Resources (=jFy
FAMIS Online Store

Request maintenance and operations materials from University Facilities
Management Stockroom.

FlashTrack

Enter all maintenance and service requests.

FlashTrack Training Documentation (pdf)

University Facilities Management Survey
Tell us how we are doing! Complete our survey.

The Kent State Help Desk does not handle support for FAMIS. For all
FAMIS support please contact:

Cindy Gary
FAMIS System Specialist
Office - 230-672-2886

E-mail - cgary@kent.edu

B
*

Research Channel o
Getting Started

+ Research resources at Kent State

m

» COS-PIVOT custom funding opportunities and research profile

Section Meeting Time Location

1. Open Flashline
2. Select the My Action Items tab
3. Locate the Notice of Separation links in the Workflow section
a. Select the Notice of Separation link to launch new NOS workflow or search for
workflows submitted on or after August 13, 2013
b. Select the Notice of Voluntary Separation Archived link to search for workflows
submitted on or before August 12, 2013

cindy Gary
FAMIS System Specialist
Office - 330-672-2886

E_mail - rnarvfAkent.edu

1=

15 through the
i please contact
1640 or - SR -

Notice of Separation ( to be completed by employee's

Grade Change

supervisor, or supervisor's designee)

-

lation
18N acces:
measure!
orotect cr
& an erro
where yo
sources. !

Employees who plan to resign or retire should prepare a letter of intent
to retire or complete, sign and provide their supervisor with a Notice of
Voluntary Resignation form, which may be found in the HR Forms
Library

s Acce
portal

elf-servic
:cess Wit
- ternet M;

« Banner Workflow
« Imaging Resource:
* Reporting {Cognos
Please be aware, these a
on-campus connections v

Continue
— |

oEx ‘

‘ Finance Reports

4. A pop up message will appear
5. Click Continue
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KENT STATE.

NoTice OF SEPARATION

FrancineMurphy‘ Logout ‘

‘ Submit a New Notice of Separation ‘

Search No{ice of Separations

6. A new window will open
7. Select Search Notice of Separations link

KENT STATE

NoTice OF SEPARATION

Francine Murphy

Search

Hint: Use the percent (%) character
as a wild card to match on similar
values.

Search criteria fields are optional.

Use the Wildcard (%) as
o e o
Workflow Name: | %MNOS000% necessary to search

Payroll ID/Payroll # | SM02 @

Created on or after: | 08/01/2013

Record Status: | Any E|

Approved
Completed
Denied

Returned Initiator
Submitted
Stopped

8. Enter the search criteria
a. Workflow name AND/OR
i. Use the Wildcard (%)
b. Payroll ID/Payroll # AND/OR

c. Created on or after date (calendar will open when the field is selected) AND/OR
d. Record Status
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NoTice OF SEPARATION

Francine Murph

Search

Hint: Use the percent (%) character
as a wild card to match on similar
values.,

Workflow Mame: | %NOS0000%
Payroll ID/Payroll # | SM12 ﬁ

Search criteria fields are optional.

Created on or after: | 08/01/2013

Record Status: | Submitted E|

| Search |

g

9. Select Search

[ —

Payroll ID/Payroll # | SM12| g
Created on or after: | 08/01/2013

Record Status: | Submitted E
‘ Search |
Workflow Name Employes Name  Payroll Info Last Working Dt~ Department Submitted On Status
NOS000008: kgt
P —— Wiy, Fomneine M. SM 08/12/2013 Project Management  08/07/2013 Submitted
" M 08/09/2013 Project Management  08/07/2013 Submittad
b Andrew R, SM 08r17/2013 Web Presence 08/05/2013 Submitted

NOS000006: iy, s Dean College of Pubi
ean College of Public
100793-Dea, Lailins 42 fferl.  SM 07/23/2013 e 07/31/2013 Submitted
Health
Health E
NOS000005: o =ph ) )
o S 07/03/2013 Accounting Technology  07/31/2013 Submitted
S 06/17/2013 Accounting Technology  07/30/2013 Submitted
Tt By i, P P, SM 07/03/2013 Web Presence 07/30/2013 Submitted
NOS000001: et Simayh W wih
- S 07/03/2013 Accounting Technology  07/30/2013 Submitted
.. 200107-Accounnne Tecnnoioey

10. Aresults list will display
11. Select the Workflow Name link to open the workflow

Page 22 of 23 July 2013



WORKFLOW — Notice of Separation Guide

Francine Murphy

Kent State ID Number: 888808888

I

@ Employee Information Flash, Gleria (gflash1) Leave Category: UF
Benefit Category: FT

Training Coordinator

Employee Class: U1
Position Number: 991839
Suffix Number: 00
Job Type: P
Payroll ID: SM
Department: Project Management
Campus: Kent Campus
Unit: VP Information Services
Divizion: VP Information Services
Orgn Code: 100525

* Last Working Date:

‘ 08/12/2013
* i -
@ rorwarding Address _Pastal Delivery Type:

@ u.s.A. International

Please enter or update the

employee's current or forwarding

address (f applicable). This * i .

information is required for Address Line 1:

Lo 1985 High Strest

& 2013 Web Presence. Information Services | Kent State University -

12. The Workflow page will open

where processors can contact you p
if they have questions regarding
this voluntary separation

Checlist for Terminating/Transferring Employees
HR Forms Library

@ Reference Material

@ Attachment [No Attachment]

Workflow Status

Warkflow Role Directed user Performer user
N/A N/A N/A
Comments

No comments

History

!

fmurphy Submitted B/7/2013 4:53 PM

® 2013 Web Presence, Information Services | Kent State University -

13. Scroll down the page to view the Status, Comment and History
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