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Finance Division

Employee Exit Form

For each exiting employee (this includes employees transferring to a new unit within the Finance Division), complete Section I and have the appropriate approval authority sign the form.  Forward the completed form to Finance Systems.  Section II should be completed by the exiting employee’s manager.  This does not need to be submitted to Finance Systems.  
This form needs to be completed as soon as possible to ensure the exiting employee does not retain any access to campus resources.
Section I:  Terminated Employee Information
Employee Name:
__________________________________________

Employee Area:
__________________________________________

ID Number:

__________________________________________

Network Login:
__________________________________________

End Date:

__________________________________________

Is this a time sensitive exit?

 FORMCHECKBOX 

Yes; enter a time in which access, including network access and email, needs to be terminated:  ____________

 FORMCHECKBOX 

No

Should this employee’s email remain active past the exit date?


 FORMCHECKBOX 

Yes; enter the date in which the email should remain active:  __________

 FORMCHECKBOX 

No

Is this employee transferring to a new unit within the Finance Division?


 FORMCHECKBOX 

Yes; specify the new unit the employee is transferring to:  _____________

 FORMCHECKBOX 

No

Approval Authority:


______________________________________________________


Signature







Date

Finance Systems Approval:


______________________________________________________


Signature







Date


Section II:  Administrative & Unit Specific Exit Requirements
 FORMCHECKBOX 

Retrieve equipment:

1. Lenovo ThinkPad

2. Mobile communication device(s) (e.g. Blackberry, cell phone, etc.)  Contact the telecom service provider to cancel service.

3. Printer

 FORMCHECKBOX 

Remove user from area specific listservs (e.g. FAS, AR_Rep, Budget, Cognos_Users, Payroll, Posting, Reporting, UniversityCard, etc)

 FORMCHECKBOX 

Retrieve the University Card purchasing card, if applicable, from the employee and destroy it.  Send an email to Laura Jane Kist (kistlj@wfu.edu) in Purchasing saying that the card needs to be inactivated.  Only include the person’s name; do not send the card number.
 FORMCHECKBOX 

Request telephone extension voicemail be removed if a replacement is not being hired.  (http://www.wfu.edu/is/telecom/faculty/index.html)

 FORMCHECKBOX 

Retrieve access tools:  
1. Keys
2. ID Card.  HR will collect the ID card if the exiting employee’s supervisor does not; return the card to Mimi Komos in HR.  Regardless of who collects the physical card, communicate with Darlene Farmer (send an email to deacononecard@wfu.edu) in Residence Life & Housing to let her know that the date and time that card should be made inactive.  This will prevent unauthorized building access.
 FORMCHECKBOX 

Remove WIN timekeeping application access
 FORMCHECKBOX 

Ensure employee schedules an exit interview with Mimi Komos in HR (x4945 or komosmd@wfu.edu) if the employee exit is through a resignation

 FORMCHECKBOX 

Send employee resignation letter to Mimi Komos in HR, if applicable
 FORMCHECKBOX 

Obtain PTO balance documentation from exempt employees


Unit Specific Exit Requirements
Accounts Payable & Purchasing

 FORMCHECKBOX 

Notify Purchasing to remove Works purchasing card accountant and/or administrator access
 FORMCHECKBOX 

Remove user in Intellecheck administration tool

 FORMCHECKBOX 

Remove access to transmit ACH payments through Wachovia Connection and send positive pay files through Wachovia Data Transmission from Pat Fillippa at x3078 or fillippm@wfu.edu
Accounts Receivable

 FORMCHECKBOX 

Remove user from Banner AR profile screen TGAUPRF
 FORMCHECKBOX 

Remove access to Tiny Term

 FORMCHECKBOX 

Remove the employee and his/her extension from the ACD phone system

 FORMCHECKBOX 

Remove access from QuikPay
 FORMCHECKBOX 

Remove access to Campus Partners
Banking / Cash Function

 FORMCHECKBOX 

Request access be terminated to cash functions through Wachovia Connection, including the ability to review positive pay exceptions, download reports, initiating and releasing wire payments, etc, from Pat Fillippa at x3078 or fillippm@wfu.edu
Budget & Financial Planning
 FORMCHECKBOX 

Remove user from accessing Lotus Notes databases
Fixed Assets

 FORMCHECKBOX 

Submit a request to Craig Cunningham at WFU Health Sciences (cunigham@wfubmc.edu; 713-7012) to have both the VPN and Sage accounts terminated

Payroll

 FORMCHECKBOX 

Remove user on Banner Payroll profile screen, PTRUSER

 FORMCHECKBOX 

Remove user in Intellecheck administration tool

 FORMCHECKBOX 

Disable employee from sending files to benefit providers (e.g. TIAA, Vanguard, Fidelity)

 FORMCHECKBOX 

Remove WIN Tools access, if applicable, for the online timekeeping application (Remedy ticket #___________).  The following WIN security groups need to be referenced in the Remedy ticket:


SP_Payroll_Users


Student Payroll - Payroll Office

SP_Supervisors Student

Payroll Supervisors

SPA Master Admin


SPA Master Admin

OTK_Supervisors


Supervisors for Online Timekeeping

OTK_BiWeeklyEmployees

Biweekly Online Timekeeping

OTK_Payroll_Office


Payroll users Online Timekeeping

SP_SupervisorAutoProxies
Payroll Office Group to automatically make them proxies

 FORMCHECKBOX 

Remove user in Windstar administration tool

 FORMCHECKBOX 

Remove access to transmit ACH payments through Wachovia Connection and send positive pay files through Wachovia Data Transmission from Pat Fillippa at x3078 or fillippm@wfu.edu
Manager’s Record:

Completed By: 
___________________________________________

Date Completed:
___________________________________________
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