
1. Log in to Workday > Type 
“terminate” in the Workday 
Search Bar > Select the 
Terminate Employee Task.

IMPORTANT! Review the GSFB Final Check Process Guide before submitting the termination in Workday. 
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2. Review all of the important information in the form before proceeding with the task.

3. Enter the name of the appropriate team member > Click OK.

4. Click the pencil icon to edit the form > Select Voluntary under the Primary Reason field and 
then select the appropriate option from the menu > Click the checkmark icon to save changes. 

Note: Scroll down to 
view more reasons. 
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HOW TO SUBMIT A VOLUNTARY TERMINATION (TM DID NOT RESIGN IN WORKDAY )

https://learning.goodwillaz.org/wp-content/uploads/2026/01/GSFB-Termination-Final-Check-Manager-Guide_Effective-1-1-2026.pdf
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5. Scroll down on the form and enter 
the Termination Date, Last Day of 
Work, Pay Through Date, and 
Resignation Date.
IMPORTANT! The Termination Date is the date 
specified by the team member as their last day of 
work unless otherwise approved by an HRBP. The 
Resignation Date is the date the team member 
notified their manager(s) of their resignation.

7. If available, click Select Files > Select any relevant documentation (such as the Voluntary 
Resignation Form, a screenshot of a text message, etc.) to upload. 

8. If applicable, Select Resignation for the document Category > Enter an optional description 
(i.e., team member’s initials with the resignation date, etc.). 

Note: Convert any attachments to 
a PDF file before uploading.

9. Review the entire form for accuracy > Click Submit to complete. 
Note: The task will route to Human Resources for review. The team member’s Workday Profile will still appear active 
through their termination date. 

6. Scroll down and select the team 
member's rehire eligibility status.

Note: Team Members who voluntarily 
resign are usually eligible for rehire. If you 
are unsure of the team member's rehire 
eligibility, click the question mark icon to 
view information about the rehire 
eligibility policy. Managers can also 
consult their leader or an HR Business 
Partner for guidance.
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Note: If no documentation is available, continue 
to step #9. Managers can also add any relevant 
comments to the comment section of the form.

https://learning.goodwillaz.org/wp-content/uploads/2026/01/Voluntary-Resignation-Form-2025-1.pdf
https://learning.goodwillaz.org/wp-content/uploads/2026/01/Voluntary-Resignation-Form-2025-1.pdf

