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Overview 
The Employee Offboarding Workflow should be submitted for any employee who is leaving 
employment or has not worked in the past 90 days. It is highly recommended to submit the 
Workflow no more than 2 weeks prior to the last work day for all employees leaving the 
University. 

A workflow should not be submitted for the following: 

• Faculty who are teaching two or more consecutive semesters 
• Overload Assignments – contact Payroll Services at 972-2293 
• Employee transfers –transfers should be submitted in Taleo. 

Employees, non-employees, and privatized employees 
1. Return all university-owned property to your supervisor as early as possible prior to your last 

day of work. 
2. Submit all leave time. 
3. Pay off any travel advances and/or other outstanding balances online or at the Cashier's 

Window. 
4. Payroll Services will not release your last pay check until Items 1, 2, and 3 are 

completed. 
5. Contact Human Resources for any questions regarding continuation of benefits through 

COBRA. 

Department Initiators/Supervisors 
1. Ensure all university-owned property has been returned and leave time has been 

submitted. 
2. Initiate the offboarding workflow via my.AState. 
3. Click on the Workflow icon. 
4. Under User Profile, click on My Processes and the ASU_TERMINATION_PROCESS link. 
5. Review, complete, and approve the workflow. 

Additional Information 
• Upon receiving the email notification for the employee's offboarding, Human Resources 

will begin the process for terminating benefits. 
• Eligible employees who have accrued annual leave shall be issued a vacation payout 

check not to exceed 240 hours or the balance in the employee's annual leave account, 
whichever is less. This check will be processed by Payroll and be issued within 30 days of 
completing the checkout process. 

  

https://my.astate.edu/


4 
 

Department Initiator 
1. Log in to https://my.astate.edu/.  
2. Click on the Workflows icon.  
3. In Workflow, click on My Processes under the User Profile menu.  
4. Click on the ASU Termination Process link. 

 
5. Enter the Employee’s name in the Workflow Specifics Name field. 
6. Enter the Employee’s ID in the Required Parameters field. 
7. Click on Start Workflow.  

 
8. Click OK. 
9. Click on the Worklist icon in the Home menu to refresh the Worklist if the EMP 

TERMINATION FORM activity does not appear immediately. 
10. Click on the activity link. 

 
  

https://my.astate.edu/
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11. Verify the Employee’s information is accurate at the top of the Employee Offboarding 
Form. This information is pulled from Banner and may require some changes. 

12. Enter the 4 digit department extension number if the Department Phone Number field 
is blank OR if the Initiator’s extension is different than Department Phone Number 
listed. 

13. Complete the required fields marked with an asterisk. 
14. To select the employee’s late day of work date and last paid date, click on the date 

button. 
15. Click on the Complete button to submit the workflow. 

Invalid ID Error 
If the Employee ID entered is invalid, the initiator will receive an email notification stating the 
workflow has been stopped. The initiator must submit a new Workflow with the correct ID. 
Contact Payroll Services to confirm the ID, if necessary.  

 
The workflow may also stall if the ID is valid but does not belong to the employee and the ID 
doesn’t have any employment data. In this case, one of the Workflow Administrators may reach 
out to let the initiator know the ID was incorrect and to contact Payroll Services to get the 
correct ID.  
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Sample Offboarding Form 
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Employee Notification – List of Property  
The employee is notified when the workflow is initiated. This email lists the initiator’s responses 
in regard to university property. The employee is responsible for returning all property by their 
last day of work. This email also includes the initiator and employee’s supervisor. 
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HR/Payroll Notification – Terminating 
the Job/Employee 
Human Resources and Payroll Services are notified when the Initiator completes the Employee 
Offboarding form.  

 

The Compensation Manager will terminate the job and the Benefits/Deductions Coordinator 
will inactivate Payroll Accounts on GXADIRD. 
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AOS Access Verification 
When the employee also works as an academic assistant for ASTATE online courses, AOS  will be 
notified to confirm if the employee should retain system access or not. 

1. Click on the Workflow link in the email to log in. 

 
2. If the employee will be teaching AOS courses in the current or future term, select 

Employee needs to maintain their system access. 
3. If the employee will not be teaching AOS courses in the current or future term, select 

Employee does not need to maintain their system access. 

 
4. Enter comments about access, if necessary  
5. Click on Complete. Exit Workflow. 
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ITS Notification – Inactivate/Terminate 
Access 
Information Technology Services and other areas responsible for access are notified after the 
Initiator completes the Employee Offboarding form or AOS confirms if the employee needs to 
maintain access as an Academic Assistant.  

 

Communication Services will lock the Active Directory account. 

Other areas in ITS responsible for access and security will lock the employee’s Banner and other 
third party accounts. 

 

Check Out Departments 
The following departments will review the check out form and notify the employee, initiator, 
and supervisor of any property that still needs to be returned: 

• Library 
• *Procurement Services 
• *Travel Services/Athletic Finance Control 
• Facilities Management 
• ID Center 

*If the employee is a student worker, Procurement Services and Travel Services/Athletic 
Finance Control are bypassed. 
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When Library, Procurement Services, or Facilities Management acknowledges there is 
outstanding property, an e-mail is sent to the initiator, employee, and supervisor for review. 

When Travel Services/Athletic Finance Control acknowledges a balance is owed, an email is also 
sent to University Accounts to apply the charge for the outstanding travel advance. 

Library 
1. Click on the Workflow link in the email. 

 
2. Enter your User ID (full email address) and Password. 
3. Review the employee’s information.  

 
4. Enter the property that the employee checked out, if any. 
5. Enter the property that the employee has not returned, if any. 
6. If the property has been returned, select Employee has returned Library property. 
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7. If not, select Employee has not returned Library property. 
a. An email will be sent to the initiator, employee and supervisor listing the 

property not returned. 

 
8. If the employee did not check out any Library property, select Employee does not have 

Library property.  
9. Click on Complete. Exit Workflow. 
 

When the initiator recompletes the workflow form, you will receive a second notification to 
verify if the property was returned. If the property is still outstanding, email Andrea so they can 
enter the amount for the unreturned property in Voyager. All fines are fed from Voyager to 
Banner on a nightly basis. 
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Procurement 
1. Click on the Workflow link in the email. 

 
2. Enter your User ID (full email address) and Password. 
3. Review the employee’s information. 

 
4. If the P-Card has been returned, select Employee has returned assigned P-Card. 
5. If not, select Employee has not returned assigned P-Card. 

a. An email will be sent to the initiator, employee, and supervisor to notify them 
the P-Card still needs to be turned in. 

 
6. If the employee is not responsible for the P-Card, select Employee is not responsible for 

a P-Card. 
7. Click on Complete. Exit Workflow. 

 
When the initiator recompletes the form, you will receive a second notification to verify if the 
P-Card was returned. 
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Travel Services/Athletic Finance Control 
1. The email notification will include the employee’s department. Use this to determine 

who should process the termination. 
2. Click on the Workflow link in the email.  

 
3. Enter your User ID (full email address) and Password.  
4. Review the employee’s information. 

 
5. If the T-Card/Dept Card has been returned or destroyed, select Employee has 

returned/destroyed assigned T-Card/Dept Card. 
6. If not, select Employee has not returned/destroyed assigned T-Card/Dept Card. 

a. An email will be sent to the initiator, employee, and supervisor to notify them 
the T-Card/Dept Card still needs to be turned in or destroyed. 

b. Dept Cards can be reassigned to another individual in the department, as well. 
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7. If the employee is not responsible for a T-Card/Dept Card, select Employee is not 
responsible for a Travel Card/Department Card.  

8. If the employee does not owe a travel advance, select Employee does not owe a 
pervious travel advance. 

9. If the employee owes a travel advance, select Employee owes a previous travel advance. 
a. An email will be sent to the initiator, employee, and supervisor to notify them of 

the advance amount owed.  

 
10. Enter the amount of the travel advance. 
11. Click on Complete. Exit Workflow. 

 
When you acknowledge there is an amount owed, University Accounts will receive an email 
notification. They will set up the charge for the amount owed on the employee’s account.  

University Accounts-Apply Travel Advance Charge 
If the employee owes a Travel Advance you will receive an email from Travel or Athletics to 
apply the charge to the employee’s account balance. Do NOT start this process until 
documentation has been received from Travel. 

1. Click on the Workflow link in the email. 

 
2. Enter your User ID (full email address) and Password. 
3. Banner will automatically open. Exit TOADEST. 
4. On TSAAREV, enter the charge as a miscellaneous deduction.  
5. Click on the Workflow Submit button. Exit Banner and Workflow. 
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Facilities Management 
1. Click on the Workflow link in the email. 

 
2. Enter your User ID (full email address) and Password.  
3. Review the employee’s information. 

 
4. Enter the keys the employee has not returned, if any. 
5. If the employee returned all assigned keys, select Employee has returned assigned keys. 
6. If not, select Employee has not returned assigned keys. 

a. An email will be sent to the initiator, employee, and supervisor to notify them of 
the keys that need to be returned. 

 



17 
 

7. If the employee was not issued keys, select Employee was not issued keys. 
8. Click on Complete. Exit Workflow. 
 

When the initiator recompletes the form, you will receive a second notification to verify if the 
keys were returned. 

ID Center 
1. Click on the Workflow link in the email. 

 
2. Enter your User ID (full email address) and Password.  
3. Review the employee’s information. 

 
4. Enter the access the employee has on their ID card, if any. 
5. If the employee has access, select Employee has access as listed above. 
6. If not, select Employee has no access to remove. 
7. Click on Complete. Exit Workflow. 
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Summary Property E-mails 
Once the departments have finished reviewing their check out form and determined if there is 
still property outstanding a summary e-mail will be sent to the Initiator, employee, and 
supervisor.  

 
1. The initiator should log back into Workflow once the employee has returned the 

outstanding property. 
2. Update the offboarding form with the items that have been returned and recomplete 

the form. 
3. The departments that returned the workflow will receive a second notification to review 

and recomplete their forms. 

Property Returned 
The Initiator and employee will receive this notification e-mail when the departments have 
completed their review and verified all property due has been returned and the ID card access 
was removed. 

 

The workflow is now ready for the Supervisor’s review and approval.  
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Supervisor 
The supervisor information is pulled from the employee’s NBAJOBS record. The supervisor’s email is 
displayed on the Employee Offboarding form. The workflow will become stalled if the supervisor is no 
longer employed with the university and their record has been inactivated. If the supervisor has left the 
university or is no longer a supervisor the workflow can be redirected by contacting Payroll Services.  
 
For student workers, supervisors receive an email notification instead of having to review the 
Offboarding form.  

1.  You will receive an email with the subject “Offboarding process for [Employee Name]”.   

 
a. If you can’t locate the email check your Junk Mail folder. Mark the email as not junk 

and move to your inbox. 
b. If you delete the email, you can access Workflow by logging into 

https://my.astate.edu/. Click on the Workflows icon. 
2. Click on the Workflow link in the e-mail. 
3. Enter your User ID (full email address) and Password. 

a. Your password for Banner and my.AState (network password) MUST be the same or 
you will receive an error that the password is invalid. 

If you logged into Workflow through my.AState you will have to click on the Supervisor’s form in 
the Worklist to open the form up. 

 
  

https://my.astate.edu/
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4. Review the information and make any changes necessary. Approve any outstanding 
leave the employee has submitted.  

 

 
 

5. Click on the Complete button. 
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ORTT Notification-Research Lab/Clinic 
The Office of Research & Technology Transfer (ORTT) is notified that the offboarding employee 
may be responsible for a research lab or clinic. ORTT may begin their internal check 
out/offboarding procedures.  

 

Check for Account Balance-Banner 
Behind the scenes the workflow will check TSAAREV to see if the employee owes a balance. If 
the employee has a credit balance an email notification is sent to start the refund process and 
the workflow continues on to send out the final completion e-mails and ends.  

 

If the employee has a zero balance an email notification is sent and the workflow continues on 
to send out the final completion e-mails and ends. 

 

If the employee owes a balance, see “University Accounts-Check Balance” below. 
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University Accounts-Check Balance 
1. Click on the Workflow link in the email. 

 
2. Enter your User ID (full email address) and Password. 
3. Banner will automatically open. Exit TOADEST. 
4. On TSAAREV, next block and note the employee’s balance.  
5. Click on the Submit button. Exit Banner and return to the Workflow page. 

 
6. Click on “Here” in the “Click Here to view your worklist.” link in the workflow window or 

refresh the Worklist. 

 
7. Click on the UA APPR FORM activity. 
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8. The employee’s balance will default into the Current Account Balance field. This amount 
can be changed, if necessary. 

 
9. If the employee is benefited, payroll will calculate the vacation/sick payout to see if HR 

can set up a deduction to pay off the account balance. If the employee is non-benefited, 
they are ineligible for a vacation/sick payout, but a deduction can still be set up if the 
employee is owed a regular check. 

10. Enter Comments, if necessary. 
11. Click on the complete button. Exit Workflow. Please do NOT email HR about a 

deduction. The workflow is routed to Payroll. 

Payroll/Benefits Office/University Accounts Procedures 
Payroll will receive an email to calculate leave balances and/or hold the last regular check. 
 
Scenario 1: If the employee is benefited and there is an excess amount of vacation hours, Payroll 
will enter the amount and submit the workflow form. If the employee is non-benefited, but is 
still owed a last regular check, Payroll will enter the amount and submit the form. HR will 
receive an email notification to set up a deduction for the total amount owed. You will receive 
the following email: 
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Scenario 2: If the amount entered will only pay a portion of the amount owed to the University, 
HR will set up the maximum deduction amount allowed. University accounts will receive an 
email notification to acknowledge the outstanding balance and is responsible for future billing.  

 
Scenario 3: If the employee is not receiving a vacation payout or final check, Payroll will note this 
on the workflow form. University Accounts will receive an email notification to acknowledge 
the outstanding balance and is responsible for future billings. Payroll will process a paper check 
for the final regular payment and will send the check to the Cashier’s Office.   

 

Acknowledge Remaining Balance 
For Scenario 2 and 3 follow these steps. 

1. Click on the Workflow link in the email. 
2. Enter your User ID (full email address) and Password. 

 
3. On the Acknowledgment form, enter the remaining account balance and comments. 

Contact the employee if they still owe a balance.  
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a.  If the employee pays off the remaining balance after HR sets up the deduction, 
call HR to remove the deduction. 

4. Click on Complete. Exit Workflow. 

Payroll – Calculate Vacation and/or Sick 
Pay Out 
Payroll Services will receive an email notifying them to calculate the leave balance and submit a 
gross estimated pay out or a final check amount. If the employee is non-benefited, University 
Accounts may request to hold the last regular check. 

1. Click on the Workflow link in the email. 

 
2. Enter your User ID (full email address) and Password. 
3. Banner will automatically open to PEALEAV. 
4. Filter for the VACA and SICK leave (if applicable), and write down the hours.  
5. Click on the magnifying glass in the menu pane and enter NBAJOBS in the search box 

that appears. 
6. Navigate NBAJOBS to find the rate of pay and write it down. Exit NBAJOBS.  
7. Click on the Workflow Submit icon. Exit Banner 
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8. Click on “Here” in the “Click Here to view your worklist.” link in the workflow window or 
refresh the Worklist. 

 

9. Calculate the amount of vacation and/or sick payout. 
10. Click on the PAYROLL PAYOUT BAL FORM activity. 

 

11. If the employee is ineligible and a regular check has been processed, select Employee 
will not receive a final check and enter the appropriate comments for UA to view.  
OR 

12. If the employee is due a vacation/sick leave payout or a final check, select Employee will 
receive a final check and enter the amount. 

 

13. Click on Complete. 
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HR – Setting Up the Deduction 
The HR Benefits/Deductions Coordinator will receive an email notification when Payroll selects 
Employee will receive a final check on the Payout Form. The coordinator will check the current 
deductions and set up the new one. 

 

1. Click on the workflow link in the email. 
2. Enter your User ID (full email address) and Password. 
3. Banner will automatically open to display PDADEDN.  
4. Enter the deduction and save. 
5. Click on the Workflow Submit icon. Exit Banner. 

 
6. Click on “Here” in the “Click Here to view your worklist.” link in the workflow window or 

refresh the Worklist. 
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7. Click on the HR DEDN FORM activity. 

   
8. Enter the deduction amount. Click on Complete. 

 

University Accounts Notification of Balance 
If the deduction covers the entire account balance owed, University Accounts will receive this e-
mail and Workflow will send the final completed e-mails and end: 

 

If a deduction was setup but the amount will not cover the entire account balance, University 
Accounts will receive this e-mail and must acknowledge the remaining balance: 
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Final E-mail Notifications - Workflow 
Complete 

Payroll/HR Notification 
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Initiator/Supervisor and Dean/Department Head Notification  

 

Other Departmental Notifications 
The following departments will receive this notification when the offboarding workflow is complete.  

• Sponsored Programs Accounting – if the position was grant funded 
• Graduate School – if the employee was a GA 
• Immigration Office for International Employees 
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• International Programs for International Students 
• Vice Chancellors Office for Academic Affairs/Student Affairs – if employees home department is 

in either area.  
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To Check on the Status of a Workflow: 
1. Log in to https://my.astate.edu/.  
2. Click on the Workflows icon.  
3. The Worklist window opens. Click on Workflow Status Search.  

 
4. You may search by the employee’s ID, name, or termination date. Enter the “%” before 

and after the text. 
5. Select ASU_TERMINATION_PROCESS from the Business Process Name drop-down field. 
6. Click on the Search button. 

 
7. Click on the Workflow hyperlink to open the activity. 

 

  

https://my.astate.edu/
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8. The workflow diagram displays. You can use the scroll bars to follow the diagram. If a 
green checkmark displays in the activity, the activity has been completed. 

 

9. If a “running man” displays in the activity, the activity is waiting for that activity to be 
completed. 

 

10. To see the performer of the task, click on the Item task, and a window will pop up.  Click 
on Work Item Details.  
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Performer’s ID: 

 

To Assign a Proxy: 
1. Log in to https://my.astate.edu/.  
2. Click on the Workflows icon.  
3. Click on User Information under the User Profile menu. 

 
4. Click on the Add Proxy link next to the appropriate role. 

 
5. Select the drop-down arrow to choose the person’s user id. 
6. Enter the Effective To Date (future date). 
7. Select the Non-Confidential checkbox. 
8. Click on Save. 

https://my.astate.edu/
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To Delete a Proxy 
1. Log in to https://my.astate.edu/.  
2. Click on the Workflows icon.  
3. Click on User Information under the User Profile menu. 
4. Select the checkbox next to the User’s name in the My Proxies section. 
5. Click on the Delete Selected Proxies button. 

 
6. Click on the OK button. 

 
 
 
 

https://my.astate.edu/
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