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Workday - Submit An Involuntary Termination

1 Navigate to a worker's record and click the Actions button.
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2 Click "Terminate Employee"

3 Select Primary Reason - Involuntary
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4 Click appropriate secondary reason, if necessary.
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5 Populate the effective termination date, last date worked and the date the worker
should be paid through.
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6 Regrettable = "are we regretful the employee is no longer with the company?"
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7 Select Eligibility for rehire, then click Submit.

8 After submitting the Involuntary Termination, approval will route to the HR
Business Partner for that supervisory organization.
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9 Once the HRBP approves the termination, AND the effective date is met, the
worker's record will be reflected with "(Terminated)" next to their name.

10 Information will flow to Payroll and the Involuntary Termination process is
complete.


