
1. Log in to Workday > Click on your 
profile picture or icon > Click View Profile 
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2. Click Actions  > Hover over Job 
Change > Click Resign 

3. Enter your desired last day of work. 

4. Click Voluntary > Select the appropriate option.

Note: Scroll down to 
view more reasons. 
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HOW TO SUBMIT YOUR RESIGNATION IN WORKDAY (GSFB)



HOW TO SUBMIT YOUR RESIGNATION IN WORKDAY (GSFB)
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IMPORTANT! Team Members enrolled in direct deposit or pay card will receive their final pay via their 
preselected payment method, direct deposit or pay card, unless revoked by the Team Member for the final 
wage payment. If a Team Member does not utilize direct deposit or a pay card for final wage payment (i.e., 
utilizing a physical check instead), then please enter your final check delivery preference in the comment 
section of the form:  

Note: If resignation is given with less than 72 hours’ notice and you are NOT enrolled in direct deposit or pay 
card, your final check will be mailed to your home address.

OR

5. Enter your final check delivery preference in the comment section of the form (if applicable). 
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6. Click Submit. 

Note: The team member’s resignation will be routed to their manager(s)  “My Tasks” inbox.


