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How to Terminate an Employee from Current Department

This process is used when one of your employees is being hired by a new department at Wichita State. The employee’s current department (that’s you),
must terminate them from their current position before they can be hired into their new position. If the new department has not contacted you, you need to
contact the new department to coordinate the end date of their current position to ensure their start date is not before your end date.

To begin the Termination process:

1. Ensure you are in the Position Management module and your user type is Admin (for a non-grant position) or Admin G (for a grant position).
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2. Select the Position Descriptions Tab, then select the type of position you are
terminating, either “Classified” or “Unclassified/Faculty.”

3. Inthe Position Description Library on the next page, find the position you wish to terminate. In the Actions drop-down menu to the right, select “View.”
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Print Preview (Employee View)

4. On the right side of the next screen, select either = Prnt Preview

“Non Grant Termination” or “Grant Termination,” depending View Supenvisor
on which type of position you are terminating. Mon Grant Modify & Fill

5. Clickthe | 2™ | button to begin the termination.

6. On the Action Information page, ]

. o Pag What type of Action are — . . .
select if the termination is due to a you performing? [Termlnatmn - Lateral |vﬂTh|5 field is required.
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8. Save your page by clicking the | Save |button. @ Physical Demands

Click the “Action Summary” link on the left navigation »
& Position Documents
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menu to skip to the final page of the process.

9. Click the “Take Action on Action” orange button on the right Take Action On Action v
and select the “Approved” option to send the termination to WORKFLOW ACTIONS
the next person in the approval process. Keep working on this Action
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