
Voluntary Termination of Employees 

Overview 

This quick reference guide provides managers with instructions on how to process 

voluntary terminations for one of your employees. Voluntary terminations consist 

of resignations and retirements.  

 

Note: This QRG covers the steps to terminate a full-time employee. This QRG can 

also be used as a guide to terminate students, adjuncts and part time employees, 

though all steps covered in this guide may not be applicable. Workday will prompt 

you through the process. 

 

Icons:  

 

 Required Field 

 Prompt to Select 

 Edit Existing Information 

 Add Row 

 Remove Row 

Process  

1. In the Workday search bar, type ‘Terminate Employee’ and select the task 

 

 

2. Search for and select the employee in the Employee prompt 



 

3. Click OK at the bottom of the page.  

4. Under the Reason section you are required to select a Primary Reason for 

the voluntary termination. The Secondary Reasons are optional and multiple 

reasons can be selected.  

 

5. Under the Details section you are required to enter three dates. All three 

dates should be the same and should auto populate once the termination date 

is entered. Please review for accuracy and adjust if necessary.  

a. Termination Date = The termination date is the last date of 

employment.  

b. Last Day of Work = This date should be the same as the Termination 

Date even if the employee is planning to use vacation time leading up 

to their official last date of employment.  

c. Pay Through Date = This date should always match the Termination 

Date.  

d. Please ensure that all hours worked and time taken (absence) has been 

approved.  



 

6. Click Submit at the bottom of the field.  

7. Complete the To Do step of retrieving company properties 

 

8. Enter any comments in the box 

9. Click Submit at the bottom of the field. 

10. The process will flow to Human Resources first, then to the employee 

11.  The employee will receive a notification in My Tasks to review and 

acknowledge receipt of the separation documents. 



a.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



12. The Termination process will create another notification for the terminated 

employee in My Tasks to complete the Exit Interview Questionnaire. 

a.  

13. The business process will be directed to other levels for approval and 

review.    
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