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Navigating to Employee Terminations 

In the HRMIS, we have a group of options that can be quickly accessed via the 

“My Regular Tasks” section. This section shows when you enter pages like the    

Employees page. Within this group, there is the  Employee Termination option. 
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You may, alternatively, access the “Contract” section by using the menu bar at the 

top by going to: Activity => Recruitment & Hiring => Termination => Employee 

Termination. Click on the  icon (at the top-right) if you do not see this menu at 

the top of the page.  
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Creating an Employee Termination 

Once you are at the employee termination page, you may begin creating an 

employee termination by clicking on the  “New” button at the bottom of the 

window. Doing so will take you to a new page where you may begin entering 

information. 

 

 

 

 

 

 

 

 

 

 

 

 

Employee Name 
The first thing to do in filling out the boxes is to input the employee name. You 

can do this by clicking on the  magnifying glass button in this section and 

choosing the employee whose contract you wish to terminate in the popup 

window. After selecting the employee, allow some time for the page to reload on 

its own with the employee’s details.  



6 
 

Termination Request Date 
Often, this will be the same day that you are creating this termination request. If 

you spend multiple days creating your request, choose the date that you began 

working on the request. 

Requested By 
Click on the dropdown box and select the option that best suits your position.  

Category 
Choose one of the three options that best fits the termination reason that you will 

choose. For example: resignations are voluntary, offenses are involuntary, and 

only the “Retirement” termination reason matches with the “Retirement” choice 

in this section.  

To determine whether a reason is voluntary or involuntary, you may think to 

yourself whether the employee of this termination request has an input in 

whether or not to put in the termination request. 

Eligible for Rehire 
Selecting “Yes” or “No” allows for you, the requester, to give your feedback for 

when the Public Service Commission analyzes the details of this request and 

decides the exact details for whether the employee is eligible for rehiring. 

Vacation Payout 
Vacation payout refers to whether the employee is eligible to be paid for their 

earned leave hours, as dictated by regulations. 

Visa Cancellation 
Checking this box will mean that the employee’s visa is suggested, by you, to be 

cancelled. Leave the box blank if you feel this should not be the case.  
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Termination Reason 
In this section, you can click on the box to reveal the dropdown menu of possible 

termination reasons. Select the option that best describes your reason for the 

termination request.  

Resignation Date 
Though only applicable for the termination reason “Resignation”, you can input 

the date if the employee is retiring or leave it blank if the termination reason is 

something different. 

To input a date, you may either use the calendar button and select the date or 

input the date yourself in the box with the format MM/DD/YYYY. 

Actual Termination Date 
This is the section to specify the actual date the employee was terminated.  

To input a date, you may either use the calendar button and select the date or 

input the date yourself in the box with the format MM/DD/YYYY. 

Last Date of Work 
This is the date of the last day the employee was working; this will not always be 

the same as the actual termination date. For example, an employee may abandon 

their post and become later terminated by their supervisor.  

To input a date, you may either use the calendar button and select the date or 

input the date yourself in the box with the format MM/DD/YYYY. 

Support Documents 
In the section, you can submit all relevant documents like the memorandum. To 

do so, click on the “Add New” text or the  folder icon next to it. Selecting it will 

bring up a popup window which will allow you to select your file and name it. You 

may upload multiple files by repeating this process, if multiple support documents 

exist. After each file you intend to upload is chosen and with a title, click on the 

 Upload in order to begin the upload process. 
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Note: You will not be able to upload the file unless you give it a name in the 

“Document Title” box, so make sure you do not leave it empty! 

Issue: If the popup box does not show, check to see if your browser is blocking 

popup windows. 

Submitting an Employee Termination 

Once you have inputted all the information and uploaded all relevant files, you 

can now press  “Add” at the bottom of the page to submit the employee 

termination.  

If successful, the page will reload and notify you that the employee termination 

was added successfully, at the top of the page. You may then navigate to another 

page, either by pressing on one of the links or simply pressing  “Exit” at the 

bottom of the page.  


