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3
Does Another

Job Exist?

No

Yes

4
Update HR

Address
PPAIDEN

5
Is employee

regular staff or
faculty?

Yes

No

7
Stop PDABCOV

records

8
Notify Benefits of

Termination

12b
Notify

COBRA
Vendor of

Termination

11b
Setup Exit Interview or

Mail Packet

9b
Is Employee
Deceased? 13b

Complete IT
Form

No

Yes

15b
Notify Security

Coordinator

14b
Submit IT Form to

IT Dept

E
nd P

rocess

Department
Termination

Process

1
1

Receipt of
Term Docs

by
Personnel

2
Stop NBAJOBS

Record
6

Submit
Termination form

to Payroll

Deceased
Employee
Process

10b
Is Employee

Retiring?

No

Yes
10c

Retirement
Process
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8
Submit

Termination Form
to Payroll

9a
Is Timesheet

Attached?

12a
Was Employee

Eligible for
Leave?

14a
Is Employee
Deceased?

10a
Obtain Final
Timesheet

10a
Complete
Timesheet

Yes

No

16
Setup New
Required

Deductions/
Benefits

15a
Calculate Sick
Leave Payoff

Hours

13a
Calculate Annual

Leave Payoff
Hours

17b
ADJ Shadow

Database

17a
Process
through

Adjustment
Run?

17c
Is a Manual

Check
Required?

Yes

No

No

Yes

Yes

17f
Enter in

Adjustment Run
PHAADJT

17d
Calculate and

Request Creation
of Manual Check

20a
Edit/Review

Payroll Processing

18
Enter in Regular
Run PHAHOUR

Yes

No

No

23
Inactivate
GXADIRD

21
Clear Leave

Balances

24
Payroll Sign-off of

Form

22
Screen Prints of
PHICHEK and

PEAEMPL(UAA Only)

20b
Distribute Payroll

17e
Review Calc of
Manual Check

19
Process
Payroll
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31a
Terminate
PEAEMPL

32a
Notify Budget of

Termination
(UAA Only)

30a
Update

PEAREVW
Review Form

26a
Return Form to

Personnel

26b
Request Check

Pull

25
Is Special
Handling

Required?

Yes

No

28b
Is Employee
Deceased?

27b
Pull Check and

Distribute

31b
Notify PERS/TRS

29b
Distribute Pull as

requested

30b
Notify Child

Support/Garn/IRS

32b
Notify Health Care

29c
Hold Check in SW

Payroll - see
Deceased

Employee Process

33b
Notify RA

29a
Is Employee

Retiring?

28a
Terminate
Deduction
Records

27a
Receive

Termination Form
from Payroll

Except CSED/Garn/Levy

Yes

No 34b
W-2

Processing

No

Yes

33a
Edit Termination

Form

34a
Audit Termination

35a
File

Documentation in
Personnel File

32c
Update Position

Record

32d
Dis-Encumber

Funds

E
nd P

rocess


