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1 - Click on the "Human
Resources" Tab

2 - Click on "Decentralized
Termination"
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3 - Make sure your
cost center is
listed.

4 - Click "Execute"
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5 - Scroll down until the appropriate Employee
Number, Employee Name, Employee Group,
Personnel Area, and Employee Subgroup, is
correct for the termination you would like to
process...
*******************************************
You can sort the columns by ascending/
descending order if needed

XXXXXX

Created by HR Information Services - DAG rev.9/11

4

EMPLOYEE NAME WILL BE DISPLAYED HERE



6 - Select the appropriate row (the selected
row will turn orange)
***************************************************
Please note: Make sure the "Personnel No."
is the correct number that will be terminated.
***************************************************
You can also select multiple "Personnel
Assignments" to terminate; make sure the
personnel numbers you will be terminating are
correct.
***************************************************

7 - Click "Terminate
Assignment(s)"

EMPLOYEE NAME WILL BE LISTED HEREXXXXXX
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8 - Input "Last day
worked" 9 - Click on drop-down

for "Reason Code"
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10 - Select the
appropriate reason
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11 - Click on the
"Execute" button
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12 - Select "Yes" or
"No" if a vacancy
for the position is
needed.
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13 - Double-check the success
log - if termination is done
incorrectly, there will be an error
message

***The employee
number/personnel
number will be
listed here

XXXXXXXX

Created by HR Information Services - DAG rev.9/11

10


