ECR Automation Termination Helpful Tips
Search Tips
· The Termination Search box excludes anyone in Employee Class S - Student, G – Grad Assistant, X – Executives and N – Non BC Students.
· Security only shows the Originator those employees and their jobs that fall under their row security.
· Search Page is NOT case sensitive.
· Search Box shows the Current Effective Dated Row for that employee.
Originator Tips

· The Originator can cancel a transaction request at any point before it is loaded into PeopleSoft Job Data. 
· The Originator can cancel from the ECR Inquire page or the Change Request Status section of the Create page.  
· If the Originator cancels a termination request, an email notification is sent to the pending approver and any prior approver.
· Only one ECR can be created at a time.
· ECR Process has not changed in Department – only that the way it is processed is now automated.
· When opening links from Termination page, they will be open as another Tab/Page.
Transactional Tips
· Termination Reasons that generate a Resignation Letter Status Box:
· ERT – Early Retirement
· JOB – Job Abandonment
· LVE – Failure to Return from LOA
· MUT – Mutual Consent
· OTP – Resignation – other position
· PER – Personal Reasons
· RES – Resignation
· RTR – Retirement
· For all Employee Classes except Faculty, Grads, Students, Temp Pool and Retirees.
· If employee with multiple jobs is terminating from BC, user should terminate Primary Job with specific reason and all other jobs that terminate should be End of Job.
Comments
· Resignation Letter Comment Box is seen only by Originator and Employment.
· All approvers can view the ‘Last Day Worked Comment’ box if applicable.
· The general comments at the bottom of the request page get carried over to Workflow Tab for viewing.
Faculty
· Faculty Terminations do not go through Employment for approval.  
· Faculty Termination requests do not include vacation or sick time.
Benefits
· All Termination reasons of death and retirement go to Benefits for approval.
· Grant funded vacation payouts go to Benefits.
· The Benefits Base Salary will be displayed on the termination request of the employee’s primary job.
· If Benefits adjusts the employee’s vacation funding or number of days, NO notification will be sent back to originator. 
· A warning will pop up for anyone entering vacation days exceeding 22 days for less than 25 years of service or vacation days exceeding 27 days for over 25 years of service.
Notifications
· If the HRSC makes any modifications to the ECR, the originator and approvers will receive an email notification.
· If the HRSC determines the ECR needs to be manually updated into PeopleSoft, an email notification will be sent to Originator. 
· If a termination request is denied, an email notification is sent back to the Originator only.  A comment is required by the one denying it.
· If denied, Originator can go back in and Resubmit under the ‘Change Request Status’ section under create or inquire page.
· HRSC will get email notification on all Terminations submitted.
· HRSC will also receive an email for any transactions that are resubmitted.
