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PURPOSE

Purpose

This document explains the key activities involved in submitting retirement and
voluntary/involuntary separation requests as a DPR. It provides an overview of the sub-
processes involved, as well as step-by-step procedural guidance to perform the activity.
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SUBMIT RETIREMENT AND VOLUNTARY/INVOLUNTARY SEPARATION

Step Action

1. Navigate to Human Resources (HCM) > HR Administration

2. Enter applicable search parameters.
Select the Search button.

4 Human Resourees (FOU)
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3. Select the Add a new row at row 1 button.
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Step Action

4.

last day.

« Human Resourees (HOU)
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Job Dats
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Enter the applicable Effective Date.
Note: The Effective Date for terminations must be one day after the employee's

WorkLocson || joolkemabon | Joslsber | Bamod || SaueyPus  Compemuaton
Jowsica Ctiveira EmplID OUO26362
Enmgloyes Emgl Recoed 0
Work Location Detsils (7 Q
| cenectne o paztaez x| |
Effective Sequence [} *Action | Data Change
1R St Acie Fesscn | Comrion
Payooll Status Ackve
Calcalate States and Dutes
Fosmon Nembes 00015551 ADMIHISTEATIVE OFFICER 3
Fosition Entry Date  OT72000
Pt Margement Aevceed
Regulatory Region.  USA Unied States
Company MDG M Dacke Cousty
Busiess st EL Eecsons
Department  ELUS0M000 OPERATIONS OFFICE
Depariment Enry Dute ST
Location  ELONONON TN ATTH AVE
Establishment 10 MOC Miami Dade Cousty Date Created

Last Start Dute

Expected Job End Dute
Job Data

[0 | s s

Ergloymest Data

L

Earnings Distituion

Notity | Refresh

Benetis Program Paricipation

12y bW
6o To Row + -
v
Futwe
Ll g

Crediable Adusied Dutes.

Update. Daagley Inchude History

How Window

Help | Peaceuics Page | O

A
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Select Retirement or Termination from the Reason list.

« Human Resourees (HOU)
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Step

Action

If the Action selected was Retirement, select the applicable retirement Reason
from the list, such as Retirement or Retried end of DROP.
Note: The initiation of DROP is done through Central HR.

If the Action selected was Termination, select the appliable termination

Reason, such as Voluntary Resignation or Involuntary Separation.
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Action

7.

% b Information
Job Dats
Wodtdore Job Summary

Manags Employet Prokle

& Laber Administaton

1 1 Contguraten

Select the Save button.
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Notice the Termination Date is one day prior to the Effective Date.
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Step Action

8. Select the Employment Data link.

3 Job Information
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9. Select the Time Reporter Data link.
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Step Action

10. Select the Add button.
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Step Action
12. Select Inactive from the Status dropdown.
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13. Select the OK button.
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Step Action

14. Select the Save button.
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