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How to fill out the Online Termination (Job) Form  
 
Note: Google Chrome (this is the required browser for this form) 

 
1. Select a Browser –Google Chrome is the required browser for this form: 

a. Verify the Employee ID and Name are correct. 
b. Select the Position (job) to terminate by clicking the corresponding Select radio button 

at the far right.  
 

 
 

 
 
 

Select the Job to terminate. Employee 
can have more the one job or no jobs. 
 

Enter the last date the employee physically worked or will work 
(cannot be a holiday or paid time off day, i.e. PER, SIC or VAC).  

Enter the Paid Through Date if applicable (this date 
must be previously approved by OHR). 

Select Yes, No or Unknown if the employee 
is transferring to another center in NSU. 

Type Center name if employee provided the 
information. 

Please provide a reason if the Termination request was 
submitted after the fact. 

Select Yes, No or Not Applicable if the employee was on a 
leave of absence at termination. 

Select one of these options, Voluntary, Forced Resignation, Position 
Elimination, or Involuntary (selecting Voluntary emails the employee the 
exit interview link plus reminders of their exit-related activities). 
 

Attach all pertinent 
termination Documents  

Select Yes, Not at NSU, Not within this Department, Not in this Capacity. 

Select Termination Reason (options depend on the Termination Type) 

Select Yes, No or Not Applicable (selecting Yes notifies your Strategic 
Business Partner). 

Select Yes, No or Not Applicable.  
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For Termination Type Voluntary- The system will 
open this warning, for the originator to acknowledge that 
the terminated employee will receive an email 
notification asking them to complete the exit interview. 
If originator agree, he/ she should click on Ok button. 
 
 
For Termination Types Forced Resignation, Position 
Elimination, or Involuntary, the System will open the 
warning below requiring that the originator attaches the 
termination documentation. 
 

 
 
 
 

Click on 
Ok button 

Click on 
Ok button 

Select Yes, No or Not Applicable 

Fill out these fields only if the employee is on 
a Contract or in a pay spread less than 12 
months.  
Note: these questions are NOT mandatory. 

Select Yes, No or Not Applicable (only applies to employees on a 
contract or in a pay spread less than 12 months.  
 

Please identify the items that need to be collected 
from the employee, selecting one of these options 
Yes, No, Not Applicable. Your answers will be 
displayed in the Supervisor notification email. 



 
 

3 | Page 

 
 
 
 
 
 

 
 

 

Please identify the items that need to be collected 
from the employee, selecting one of these options 
Yes, No, Not Applicable. These answers will be 
displayed in the Supervisor notification email. 

Please list any additional items 
that need to be collected from 
the employee. This information 
will be displayed in the 
Supervisor notification email. 

Please update the employee’s 
current HR/Payroll address if 
needed. 

When you finish, click on Submit button to submit the 
form or Cancel button to cancel the Termination request. 

Remember, you will be receiving warning message if one or 
more mandatory fields in the Online Termination Form are not 
filled out. 

Please verify you receive the confirmation message below before leaving 
the Online Termination (Job) form. This confirms that your request has 
been submitted to OHR>Shared Services. 

Click on OK button  


