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Introduction

Terminations are processed as Separation, Retirements, Termination-Appt In.,etc. For
instructional purposes, this lesson will concentrate on a voluntary retirement which is processed
on the Data Control page with a NOA 302-0. Information on life insurance reduction, survivor
elections, etc. will not be tracked/entered into EHRP except in the SF-50 remarks. We will also
do a termination-expiration of appointment.
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Retirement/Termination

Terminations are processed as Separation, Retirements, Termination-Appt In..etc. For
instructional purposes, this lesson will concentrate on a voluntary retirement which is processed
on the Data Control page with a NOA 302-0. Information on life insurance reduction, survivor
elections, etc. will not be tracked/entered into EHRP except in the SF-50 remarks. We will also
do a termination-expiration of appointment.

Retirement - Voluntary

Introduction
In EHRP, the personnel action performed for a voluntary retirement is processed on the Data

Control page with a NOA 302-0.

Procedure

The following steps detail the procedure for processing a retirement in EHRP.

-

Home

S Sign Out]

—
&2 Develop Workforce

2 Administer Workforce

@ Compensate Emplovees

2 Define Business Rules

@ He Process Menu

W Help PoC Cnline

W PeopleTools

Step | Action

1. Click the Administer Workforce link.
[ Administer Workfarce|
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Step | Action
2. Click the Administer Workforce (USF) link.
[2 Administer Warkfarce (USF)|
3. Click the Use link.
lJse
4. Click the HR Processing link.

-

S Sign Ouf

Horre = Administer Waorkforce = Administer \Workforce (USF) = Use = HR Processing Mewy Window

HR Processing

LastName: |

Find an Existing Value

EmpliD: I
Empl Red Nbr:l

MName: |

[~ Include History [~ Correct History

Step | Action
5. Enter the appropriate variable in the field. (for example, Last Name)
Click in the Last Name field.
I |
6. Select the appropriate employee.
Enter the desired information into the Last Name field. Enter "ROMANQO",
7. Click the Search button.
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

£ Home (2 Winrklis 3 Sigh Ouf

J( Data Control _ Personal Data Job | Position ' Compensation | Employment1 " Employment 2

ROMANG JR. FELIXJ EmpliD: 00083356 Empl Redy: 0
Data Control
Actual Effective Date: [fr2 zr2003 &) Proposed Effective Date:  12/12/2003 =
Transaction #/ Sequence: r |1_ Mot To Exceed Date: @
“Action: REC Q]  Retum from PAR Status FRO Q| PROCESSED BY HUMAR
Suspension/Furloug RESOURCES
*Reason Code: [REC A Recall from Contact Emplid: al
Suspension/Layoff
NOA Code: 1292 @& RTD noa [0 Q
Ext:

Authority (1): |DAM Q] |Reg 630.101. LwoP. [

Authority (2): l_ﬂ I I
l_

PAR Request#: 4|Print SF-52 PAR Rernarks Award Data  Tracking Data Retroactive TSP Transfer In Data?

I Print SF-50 |
B savel  [QLRetunto Search Next tab Allinclude History ) [ Correct History

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action
8. NOTE: The Data Control page will be populated with the most recent personnel action
performed for the selected employee.
Click the Add a new row at row 1 button.
9. Triple-click the Actual Effective Date object.

@ The Calendar icon represents a date prompt. Clicking this button will produce a pop-up
calendar for reference. To select a specific date from the pop-up calendar as the field
entry, simply click on the date. Use the arrows to move through the months and years.

Step Action

10. | Enter the Actual Effective Date of the employee's retirement.
Enter the desired information into the Actual Effective Date field. Enter
"12/31/2003".

11. Click in the *Action field.

12. | Inthe Action field, enter "RET" (Retirement).
Enter the desired information into the *Action field. Enter "RET".

13. Click in the *Reason Code field.

[]
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Step | Action

14. | In the Reason Code field, enter "VRE" (Voluntary Retirement).
Enter the desired information into the *Reason Code field. Enter "VRE".

15. Click in the NOA Code field.

16. Enter the desired information into the NOA Code field. Enter "302".

17. Click in the NOA Ext field.

[

18. Enter the desired information into the NOA Ext field. Enter "0".

19. | Click in the Authority (1) field.

20. | For Authority (1), enter the correct legal authority.
Enter the desired information into the Authority (1) field. Enter "SRM".

21. | If applicable enter Authority (2).
Click in the PAR Request# field.

[ ]

22. | Inthe PAR Request # field, enter the applicable PAR Request number.
Enter the desired information into the PAR Request# field. Enter "0000070362".

23. Click the PAR Remarks link.

o

Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

@ Home 2 Worklist 2 Help S Sign Outl

PAR Remarks
PAR Remarks

Remark CD: EI
@l ™ Insertion Required
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Step Action
24. | Enter the applicable Remark CD (Code) and tab out of the field to see the text of the
remark.
Enter the desired information into the Remark CD field. Enter "B60".
25. | Press [Tab].
26. | Click the Ok button.

OKl

2

NOTE: To add additional remarks, use the Add a new row button to insert a row.

NOTE: If the Remark CD contains a "****", you must replace the asterisks with
specific information. (i.e. this field may prompt you to enter date)

NOTE: Within the EHRP system, there is no limitation to the amount of remarks that can
be captured.

NOTE: To enter a freeform remark, enter "ZZZ" in the Remark CD field. Enter
applicable remark text in sentence format. Text should fill the line. Once the line is
filled, move to the next line. There is no autowrap feature. Do not hyphenate across
lines. If a word requires hyphenation, move it to the next line. Do not use bullets or
dashes. The "ZZZ" remark can only be used once for each personnel action.

The system does not generate or suggest mandatory remarks that need to be entered in
accordance with the NOA Code you are processing. Use the appropriate remarks based
on OPM processing guidelines. There will no longer be HHS specific remarks for entry,
except for the freeform ZZZ.
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

J( Data Control {_ Personal Data Job | Position ' Compensation | Employment1 " Employment 2

ROMANG JR_FELEK ] EmpliD; 00083395 Empl Reds: 0
Data Control
Actual Effective Date: |1 23112003 [E] Proposed Effective Date: 1 21/2003
Transaction #/ Sequence: r |1_ Mot To Exceed Date: @
*Action: RET @] Retirernent PAR Status PRO Q] PROCESSED BY HUMAN
RESOURGES
*Reason Code: [¥RE & woluntary Retirernent  Contact Emplid: al
NO& Code: 302 Q] Retirementvoluntary NOA ID_ﬂ
Ext:
Authority (1): |SRM Q] [Reg 831.501. vol retire- [cERS (health reason).
Authority (2): A | [
(RIRTIESER RIS &5 Award Data  Tracking Data Severance Pay
IDDDDDTDBBQ Print SF-50 |

B save) (QRetunto Search) Next tab | & Allinclude History) ([ Correct History |

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action

27. | Click the Tracking Data link.
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

£ Home (2 Winrklis 3 Sigh Ouf

Job Tracking Info

EmpliD: EmplRedg: 0
Effective Date: 12/31/2003 Ccurrent Status: PROCESSED BY HUMAN RESOURCES
Action: Retirerment Reason Code: Yoluntary Retirement

Override Emplid of
*Action Taken Status User ID Operator Tracking Name Comment
Emplid Row

1208/2003  Processed SCASSIDY

4

Step Action

28. Click in the Comment field.

29. | In the Comment field, enter the employee's contact name and phone number.
NOTE: There is a 30 character limit in the Comment field.

Enter the desired information into the Comment field. Enter "RUTH T. ROMANO
555-432-9876".

30. | Return to the Data Control tab and change the PAR Status according to your role.
Click the Ok button.
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

£ Home

J( Data Control {_ Personal Data Job | Position ' Compensation | Employment1 " Employment 2

ROMANG JR_FELEK ] EmpliD; 00083395 Empl Reds: 0
Data Control q
Actual Effective Date: [r2r31r2002 &) Proposed Effective Date: 1213112003 ==
Transaction #/ Sequence: r |1_ Mot To Exceed Date: @
“Action: RET [ Retirement PAR Status PRO Q] PROGESSED BY HUMAN
RESOURGES
*Reason Code: [¥RE & woluntary Retirernent  Contact Emplid: al
NOA Code: 302 Q] Retirement-valuntary HO&A ID_ﬂ
Ext:
Authority (1): |SRM Q] [Reg 831.501. vol retire- [cERS (health reason).
Authority (2): Q| [ O
PARRequests:  PIMSF62 | puppoie muara Date frackngDald  Severamce Pay
[ooooo7o362 Print SF-50 |

B savel  [QLRetunto Search Next tab Allinclude History ) [ Correct History

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action

31. Click the Save button.

32. The information is saved.
End of Procedure.

Termination - Expiration of Appointment

Introduction

When a temporary appointment has reached its not to exceed (NTE) date, the termination must be
processed in EHRP. In EHRP, the termination due to appointment expiration is performed with a
personnel action on the Data Control page of HR Processing page group. If HR does not process
the action by the end of the pay period, an automatic termination will be processed. Any
extension or conversion must be processed on or before the appointment expiration date to avoid
the automatic termination.

Procedure

The following steps detail the procedure for processing a termination - expiration of appointment
in EHRP.
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Home

£ Home

—_—
@ Develop YWorkforce

@ Administer Workforce

@ Compensate Employess
@ Define Business Rules
@ He Process Menu

@ Help PoC Online

@ PeopleTools

S Sign Ouf

Step Action
1. Click the Administer Workforce link.
[ Administer Warkfarce]
2. Click the Administer Workforce (USF) link.
[2 Administer Warkfarce (USF)
3. Click the Use link.
R
4. Click the HR Processing link.
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Horme = Administer Workforce = Administer Workforce (USF) = Use = HR Processing Mew Window

@ Home 2 Worklist 2 Help S Sign Outl

HR Processing

Find an Existing Value

EmpliD: I
Empl Red Nbr'l
MNarme: |

LastName: |

[~ Include History [~ Carrect History

Step

Action

Enter the appropriate variable in the field. (for example, Last Name)
Click in the Last Name field.

Enter the desired information into the Last Name field. Enter "WINTER".

Click the Search button.

Select the appropriate employee.
Click WINTER, CHRIS

no1s 0 WINTER,CHRIS WINTER |
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

£ Home @ Worklis S Sign Out

J( Data Control _ Personal Data Job | Position ' Compensation | Employment1 " Employment 2

WINTER,CHRIS Empip; 0013 Empi Reas: 0

Data Control
Actual Effective Date;  |06112/2002 [E1) Proposed Effective Date:  10/12/2002 [+1[=]
Transaction #/ Sequence: r |2_ Not To Exceed Date: 1211052003 B
*Action: lﬁﬂ Reassignment/ConversionPAR Status lﬁg CORRECTED
*Reason Code: [MRR Q] Manager Request Contact Emplic: <
NOA Code: lﬁg Reassignment ::n ID_ﬂ
Authority ¢1; |05M (& [Reg 307 103 vRaA [pracement .
authoriy @ | | [ O
PAR Requesti#: MI PAR Remarks Award Data  Tracking Data  Severance Pay
I Print SF-50 |

B savel QL Retun to Search Hext tab llinclude History ) | [B Correct History

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action
9. NOTE: The Data Control page will be populated with the most recent personnel action
performed for the selected employee.
Click the Add a new row at row 1 button.
10. | Enter the Actual Effective Date of the termination action.

@ The Calendar icon represents a date prompt. Clicking this button will produce a pop-up
calendar for reference. To select a specific date from the pop-up calendar as the field
entry, simply click on the date. Use the arrows to move through the months and years.

Step

Action

11.

Click in the *Action field.

3' The Look Up icon represents a look-up prompt. Clicking this button will allow you to
look up all possible entry options for this field.

Step

Action

12.

Enter the desired information into the *Action field. Enter "LOF".
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13. Click in the *Reason Code field.

14. Enter the desired information into the *Reason Code field. Enter "TMP".

15. Click in the NOA Code field.

[]

16. Enter the desired information into the NOA Code field. Enter "471".

17. Click in the NOA Ext field.

18. Enter the desired information into the NOA Ext field. Enter "0".

19. | Click in the Authority (1) field.

[]

20. | For Authority (1), enter the correct legal authority.
Enter the desired information into the Authority (1) field. Enter "PNM".

21. | Enter Authority (2), if applicable.
Click in the PAR Request# field.

22. | Inthe PAR Request # field, enter the applicable PAR Request number.
Enter the desired information into the PAR Request# field. Enter "00000320988".

23. Click the PAR Remarks link.
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

@ Home 2 Worklist 2 Help S Sign Outl

PAR Remarks

Remark CD: EI
al I Insertion Required
|
|
|
|
|
|
|
|
|

Step Action

24. | Enter the applicable Remark CD (Code).
Enter the desired information into the Remark CD field. Enter "E37".

25. | Press [Tab].

26. Click the Ok button.

_ f" NOTE: To add additional remarks, use the Add a new row button to insert a row.

NOTE: If the Remark CD contains a "****"| you must replace the asterisks with
specific information. (i.e. this field may prompt you to enter date)

NOTE: Within the EHRP system, there is no limitation to the amount of remarks that can
be captured.

;,'r/' NOTE: To enter a freeform remark, enter "ZZZ" in the Remark CD field. Enter
applicable remark text in sentence format. Text should fill the line. Once the line is
filled, move to the next line. There is no autowrap feature. Do not hyphenate across
lines. If a word requires hyphenation, move it to the next line. Do not use bullets or
dashes. The "ZZZ" remark can only be used once for each personnel action.
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@ The system does not generate or suggest mandatory remarks that need to be made on this
page in accordance with the NOA Code you have entered. Use the appropriate remarks
based on OPM processing guidelines. There will no longer be HHS specific comments
for entry. Only OPM mandated remark codes are available in EHRP.

-

Horme = Administer Workforee = Administer\Workforce (USF] = Use = HR Processing Mews Windovy

& Homa

J.f Data Control 4 Personal Data Jab | Pasition ' Cornpensation | Employment 1 Employment 2,

WINTER,CHRIS EmpliD: 0013 Empl Redg: 0

Actual Effective Date: [Tz orz003 &)

Proposed Effective Date: Uilz/2002 -EI

Transaction #/ Sequence: F |1_ Mot To Exceed Date: @
“Action: LoF @ Furlough PAR Status PRO Q] PROCESSED BY HUMAN

RESOURCES
*Reason Code: [TMP Q] Temparary Clasure Contact Emplic: Q
NOA Code: |71 @] Furlough noa [0 [Q

Ext:
Authority (1): |PNM Q] [Reg 351.603. RIF [nlacementiseparation.
Authority (2): Q| [ O
RARREuEs] Y Primt SF-52 | sif Eeriaiie award Data  Tracking Data Severance Pay
IUUUUUBQUQB Print SF-50 |
B save L Return to Search) Next tab) Bl lInclude History) [ Comrect Histoly)

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step | Action

27. | Click the Tracking Data link.
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

£ Home (2 Winrklis 3 Sigh Ouf

Job Tracking Info

EmpliD: EmplRedg: 0
Effective Date: 12/10/2003 Ccurrent Status: PROCESSED BY HUMAN RESOURCES
Action: Furlough Reason Code: Tempaorary Closure

Override Emplid of
*Action Taken Status User ID Operator Tracking Name Comment
Emplid Row

12(10/2003  Processed SCASSIDY

4 L3

Step Action

28. Click in the Comment field.

29. | In the Comment field, enter the employee's contact name and phone number.
NOTE: There is a 30 character limit in the Comment field. Insert additional rows to
add comments beyond 30 characters.

Enter the desired information into the Comment field. Enter "MARTHA WINTER
555-312-1234".

30. Click the Ok button.

31. | Change the PAR Status according to your role.
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o

Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

£ Home

J( Data Control {_ Personal Data Job | Position ' Compensation | Employment1 " Employment 2

WINTER, CHRIS EmpliD: 0013 Empl Reds: 0
Data Control
Actual Effective Date: |12.l’1 02003 @ Proposed Effective Date: 0611212002 EI
Transaction #/ Sequence: r |1_ Mot To Exceed Date: @
*Action: LOF g Furlaugh PAR Status FRO g PROCESSED BY HUMAMN
RESOURCES
*Reason Code: |[TMP (@] Temporary Closure Contact Emplict: ql
NOA Code:  |471 & Furlough noa [0 Q
Ext:
Authority (1) |FMNM Ql |Reg 351.603. RIF |p|acementfseparatiun.
Authority (2): Q| [ —
PAR Requesty: Print SF-52 | e 8
PAR Remarks Award Data  Jracking Datz Severance Pay
IDDDDDSZDQB Print SF-50 |

B save) (QRetunto Search) Next tab | & Allinclude History) ([ Correct History |

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action

32. Click the Save button.

33. End of Procedure.

Separation with Severance Pay

Procedure

Page 16




DEMAND Training Guide
Terminations

= | https:/{pollux. hrs. psc.gov: 7003 /servletsficlientservlet/tst/?cmd=starth - Microsoft Internet Explorer
File Edt “iew Favorites Tools Help '1.'

o

Home

@ Home

—
@ Develop Workforce
@ Administer Workforce
@ Compensate Employess
© MonitorWorkplace
@ Define Business Rules
@ He Process Menu
& Help FoC Online

@ PeopleTools

@Done é 0 Inkernst

Step Action

1. Click the Administer Workforce link.
[ Administer Warkfarce]

2. Click the Administer Workforce (USF) link.
[ Administer Warkfarce (USF)

3. Click the Use link.

[

4. Click the HR Processing link.

Page 17




Training Guide ON
Terminations

DEMAND

PERSONAL NAVIGATOR

A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help l'('

Horne = Administer Workforce = Administer\Workforce (JSF) = Use » HR Processing Plew Window

@ Home

HR Processing

Find an Existing Value

Empl Red Nor.| |

Mame |

Last Mame: |

include History [ Correct History

@Done é 0 Inkernst

Step Action

5. Enter the desired information into the EmplID field. Enter "00004567".

6. Click the Search button.
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A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

o

@ Home

Y
Horme = Adrminister Workiorce = Administer Workforce (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
WILLARD, JAMES C EmpliD: 00004567 EmplRed#: 0
Data Control
Actual Effective Date: 0110972005 |G Proposed Effective Date: 1 1/0%/2005 +=]
Transaction #/ Sequence: l:l Not To Exceed Date: l:l@
*Action: [Pav |&)  Pay Rate changs PAR Status: [PRoJQJ PRoCESSED BY HUMAN
RESOURCES
*Reason Code: [ADJ [Q]  adiustment Contact Emplict: [ K
NOACode:  |294 [Q] Payadi :zn o]l —
Authority (1): g |Reg A31.208. Pay cony | |attime af annual pay adj |
Authority (2): |ZLM [ [EC 13368 dated: Decernber | [30,2004 |
PAR Request#: PANtSF-52 | 645 Dammarin fuwsmvd Mistn Trasbing Mete  Covnvansn Do M
@jDone é 0 Inkernst
Step Action
7. Click the Add a new row at row 1 button.
8. Click the Calendar icon button.
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help .-""
@ Home
Y
Horme = Adrminister Workiorce = Administer Workforee (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
WILLARD, JAMES C EmpliD: 00004567 EmplRed#: 0
Data Control
Actual Effective Date: I:lﬂ Pronnserd Eferti Nate- 14012008 =1
ch dat x|
Transaction #/ Sequence: l:l l:l nose 3 ool
*Action: [ PRO|Q] PROCESSED BY HUMAN
|_1| A RESOURCES
y . QU [
Reason Code: | | s 4 55 7T 8 g Y
10 11 12 13 14 15 16 =
i NOA =)
noncode: | |A 17 18 19 20 21 22 23 -, [
Authority (1): l:lg 24 25 26 27 28 29 30
oty 2z | Q[ oo | | ]
PAR Request: PANEF-52 | e oonvnsts ssmsst rtn Tomebin Pates Soummnnn Do v
@javascript:selectDay(S)j é & Internet
Step Action
9. Click the desired date.
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A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help :;'
@ Home @ Worklist 2 Help
Y
Horme = Adrminister Workiorce = Administer Workforce (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
WILLARD, JAMES C EmpliD: 00004567 EmplRed#: 0
ViewAll  |= [ 1532 I 3|
Actual Effective Date: 020062005 ] Proposed Effective Date; 0 2/08/2005 +=]
Transaction #/ Sequence: l:l Not To Exceed Date: l:l
*Action: [ PAR Status: [PRoJQJ PRoCESSED BY HUMAN
RESOURCES
‘ReasonCode: | | Contact Emplict: [ K
NoAcode: | |4 ::?: [
Authority (1): || | | | |
autnority 2: | | | | | ]
PAR Request#: PANtSF-52 | 645 Dammarin fuwsmvd Mistn Trasbing Mete  Covnvansn Do M
ﬁj é 0 Inkernst

Step Action

10. Enter the desired information into the *Action field. Enter "TER".

11. | Press [Tab].

12. Enter the desired information into the *Reason Code field. Enter "TER".

13. | Press [Tab].

14. Enter the desired information into the NOA Code field. Enter "356".

15. | Press [Tab].

16. Enter the desired information into the NOA Ext field. Enter "0".

17. | Press [Tab].

18. | Enter the desired information into the Authority (1) field. Enter "PNM".

19. Click the PAR Remarks link.
L ]
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A HR Processing - Microsoft Internet Explorer,
File Edt “iew Favorites Tools Help ?

o

? Help S Sign Out

@ Home

Home = Administer Workforce = Administer Workforce (USF) = Use = HR Processing e Wind o M
PAR Remarks
PAR Remarks First (4] 1 .of 1 [P] Last
Remark CD: EI
|:|g Insertion Required
@Done é 0 Inkernst »
Step Action
20. | Enter the desired information into the Remark CD field. Enter "N22".
21. | Click in the Remark CD field.
22. | Click the Ok button.

[
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A HR Processing, - Microsoft Internet Explorer,

File Edk  Wiew

Favarites Tools  Help .-:;'
Home = AdministerWaorkforce = Administer Waorkforce (USF) = Use = HR Processing e Wind o ~
J.f Data Control " Personal Data Joh ' Posiion " Cornpensation |~ Employment1 " Employment2
WILLARD JAMES C EmpliD: 00004567 EmplReds: 0
Data Control
Actual Effective Date: 0200612005 | Proposed Effective Date; 1 2/08/200% =]
Transaction # / Sequence: I:I Not To Exceed Date: l:l@
*Action: [TER|Ql  Termination PAR Status: [PROJQ] PrROCESSED BY HUMAN
RESOURCES
*Reason Code: |TER ||  Termination Contact Emplict: [ &
NOACode: 256 | Separation-RIF :St"‘ [o]a)
Authority (1): g |Reg 361,603 RIF | |p|acementfseparatiun | =
munority 2: || | | | .
PAR Requests#: (PR E7=2 | FAR Femarks Award Data Tracking Data  Severance Pay
| | PrintsF-50 | v
@j [oata conteol] 2 @ Internet
Step Action
23. | Click the Severance Pay link.

Severance Pay
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A HR Processing - Microsoft Internet Explorer,
File Edt “iew Favorites Tools Help l'('

-

Horre = Administer Warkforce = Administer Workforce (USF) = Use = HR Processing Mew Window

@ Home

Severance Pay

EmpliD: poo04s67 Effective Date:  02/06/2005

Total Amount:

Severance Pay
Weekly Amount:

Severance Pay l:l
b |

@Done é 0 Inkernst
Step Action
24. | Enter the desired information into the Severance Pay Total Amount field. Enter

"60000".

25. | Press [Tab].

26. | Enter the desired information into the Severance Pay Weekly Amount field. Enter
"2600".

27. | Click the Ok button.
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A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help -':'

o

@ Home
Home = AdministerWaorkforce = Administer Waorkforce (USF) = Use = HR Processing e Wind o ~

J.f Data Control " Personal Data Joh ' Posiion " Cornpensation |~ Employment1 " Employment2

WILLARD JAMES C EmpliD: 00004567 EmplReds: 0

Data Control

Actual Effective Date: 0200612005 | Proposed Effective Date; 1 2/08/200% =]
Transaction # / Sequence: l:l Not To Exceed Date: l:l@
*Action: [TER|Ql  Termination PAR Status: [PROJQ] PrROCESSED BY HUMAN
RESOURCES
*Reason Code: |TER ||  Termination Contact Emplict: [ &
NOACode: 256 | Separation-RIF :2"‘ [o ]
Authority (1): g |Reg 361,603 RIF | |p|acementfseparatiun | =
munority 2: || | | |

PAR Request#: Frint SF-52

| PAR Remarks Award Data Tracking Data 5
| | Print 5F-50 |

@j é 0 Inkernst

|£

Step Action

28. Click the Save button.

L]

29. End of Procedure.
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