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SEPARATION 

Click on ‘Review Appointments’ tab 

Search for employee by First, Last name, or Empl ID

Click ‘Search’ 

Click on ‘View PAF’ on the right hand side of the screen when you have found the employee you wish to 

Separate.
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At the bottom of the PAF, click on ‘Separation’ 

 
 
 

Include: 

- Separation Date 

- Reason: Select from the drop down menu (Expiration: Appointment is expired, Resignation: the 

employee has resigned from the position, Termination: the appointment is being terminated, Other 

Reason: can be used for the death of an employee) 

- Add a brief comment if needed 

 

 
Click ‘Save’ 

 


