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Automation of Job Assignment 
and Employment Termination 



Current ProcessCurrent Process

• Employee Submits 
Resignation

• UA Termination Form is 
Completed 

• HR Office is Notified
• Final Timesheet is Completed
• Exit Interview



Current ProcessCurrent Process



Issues with Current ProcessIssues with Current Process

• Termination Form is not always 
Completed or Delayed

• Delays in Collection of 
Outstanding $ and Security 
Access Terminations

• HR is Notified of Termination 
after Last Day Worked

• Delays with Processing Final Pay



New ProcessNew Process

• Employee Submits Resignation
• Information about the Termination 

is Electronically Routed to HR 
Offices, Clearance Departments, 
and Security Offices 

• Additional Offices Affected by 
End of Employment are Notified 
Electronically 



New Process StepsNew Process Steps



Benefits of New ProcessBenefits of New Process

• Coordination of Data Entry by Offices at 
Appropriate Times

• Improved Communication between Offices
• Enhanced Compliance of Security Policies
• Less Cost Incurred with Collection of 

Outstanding Balances



New BeginningsNew Beginnings
Current:

New:



Automation TimelineAutomation Timeline
Day 1
• 9:00 AM - Termination of Job Assignment Entered into Banner

• 9:01 AM - Job Termination Workflow Begins

• 9:05 AM - HR Office verifies information and sets termination record to be 
applied to Banner

• 9:10 AM - Acknowledgement email sent to Employee’s Supervisor and email 
to Budget Office if position was benefit eligible

• 9:12 AM - HR offices receive email notifications if primary contract is being 
terminated 

• 12:15 PM - Termination record of job assignment is applied to Banner 

• 12:16 PM - System Termination Workflow Begins when employee is ending 
all employment with UA



Automation TimelineAutomation Timeline
• 12:17 PM - Email lists sent to Clearance Depts, Security Offices, and Supplemental 

Notification Offices

• 12:18 PM - Termination is recorded in Banner for health care coverage and flexible 
spending accounts, if applicable

• 12:19 PM  - Employee and Submitter of Termination receive email confirmation

Day 2
• 1:00 PM - Clearance departments respond to payroll offices for collection of any 

outstanding balances

• 2:00 PM - Final Pay is entered into Banner

• 5:00 PM - Final pay is processed 

Day 3
• 8:00 AM - Final data entry performed in Banner to terminate deductions, inactive direct 

deposit account set-up, clear leave balances, and record retirement 
information, if applicable



Email NotificationsEmail Notifications



Email NotificationsEmail Notifications
UAA
• Wolfcard
• Finance Security
• Student Security
• Budget
• Email Accounts
• System Security Coordinator
• Personnel
• Payroll
• HR Director

UAS
• Keys
• Budget
• System Security Coordinator
• Personnel/Payroll
• Benefits

UAF
• System Security Coordinator
• Student Security
• Payroll
• Personnel
• Benefits

GI/IARC
• Email/System Access
• Personnel/Payroll
• IARC Operations

Groups
SW
• PPAs
• System/Directory Accounts
• Banner System Accounts
• Student Security
• Payroll
• Personnel
• Benefits
• Budget



Automation of Job Assignment Automation of Job Assignment 
and Employment Terminationand Employment Termination

Pilot Ready to Begin
April 3, 2006

Evaluate the Pilot Functionality
April 3, 2006 to May 30, 2006

Final Design and Functionality 
June 1, 2006 to July 14, 2006

Full Production Use and Training
July 17, 2006 to October 31, 2006



Automation of Job Assignment Automation of Job Assignment 
and Employment Terminationand Employment Termination

Questions?
Concerns?

Suggestions?


