Workday - Submit a Voluntary Termination

1 Navigate to a worker's record and click the Actions button.
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2  Click "Terminate Employee"
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3  Select Primary Reason - Voluntary
Click appropriate secondary reason, if necessary.
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4 Populate the effective termination date, last day of work, pay through date and
the actual date of resignation and then click the check mark to save.
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5  Regrettable = "are we regretful the employee is no longer with the company?"
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6  Select Eligibility for rehire, then click Submit.

Eligibility

Eligible for Rehire * a

% Yes

iii

enter your comment

Attachments

Drop files here

or

Select files

(@,}( sovetortaer ) ( cancel )

7  No approvals needed to submit a VOLUNTARY termination for a worker.

Made with Scribe - https://scribehow.com



8 Once the effective date is met, the worker's record will be reflected with

"(Terminated)" next to their name.
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