
End Employment 
 
The steps below demonstrate how to End Employment.   
 
The Employee Resignation form is required for ending employment. 
 

Step 1: Enter the Effective Date the 
employment will end. 
 
 
 
NOTE: You must enter the Effective 
Date before you select any action. 
The Effective Date will become 
display-only after the action is 
selected. 
 
 
 
 
 
Step 2: Select the End Employment 
action. 
 
 
 
 

 

 

 

Step 3: Read the messages 
regarding Unassignment and 
Vacancies. 
 
 
 
Step 4: Click OK to continue the 
End Employment process. 
 
 
 
 

 

 
 

 
 

 



Step 5: Verify the information in the 
new row, and note that the Posn 
FTE has changed to 0.00. 
 
 
 
 
Step 6: Click OK to save the 
changes and return to the Staffing 
Summary page. 
 
NOTE: If you click Cancel at this 
point, the End Employment Row will 
not be saved; however, the vacancy 
will have already been created and 
you will need to delete the vacancy. 
 
NOTE:  Using the End Employment 
action for a Limited Term employee 
will generally not create a vacancy. 
 
 
 

 

 

 

Step 7: Note that the  next to  

the row has changed to a , 
indicating a change.  
 
 
 
Also note that a new vacancy has 
been created for the position.   
 
NOTE: A note attached to the 
vacancy will automatically be created 
and indicate the reason for the 
vacancy.  For example, “Vacancy due 
to the End Employment of 
Mouse,Mickey.” The note will be 
added under the name of the person 
who performed the action. 
 
 
 
 
 

 

 

 

The action is complete! You have now Ended Employment for an employee.  If you do not 
want HR to recruit for this position as-is, you must take steps to 
Manage the Vacancy.   
 

 


