HOW TO SUBMIT A VOLUNTARY TERMINATION (TM DID NOT RESIGN IN WORKDAY)

IMPORTANT! Review the GSFB Final Check Process Guide before submitting the termination in Workday.

1. Log in to Workday > Type (Q terminate| «(m— ®>

“terminate” in the Workday
|

Search Bar > Select the . Terminate Employee
Task

Terminate Employee Task.

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.

Terminate Employee N X

* ATTN LEADER * Before submitting a termination form, be sure to review, fix unmatched punches, and APPROVE this
team member's time card. Once you submit the termination form, the time card will be locked.

» You can navigate to the TM's time card from here by clicking the Actions button beside their name above > Time and Leave > Enter Time

For Involuntary Terminations, please contact your HR Business Partner prior to submitting this termination.

For termination due to medical reasons or failure to return from leave, please contact the Leaves department prior to submitting this termination.

Employee *l X Jack Black -+ = 3

“

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.

Reason Primary Reason *

Search

11
)

& Voluntary

. . Voluntary > Better Career Opportunity
Primary Reason * Al v

Kearch J :

Voluntary > Child/Dependent Care
Issues

Voluntary > Did Not Have the Proper
Tools to do My Job

Voluntary > Did Not Receive Adequate

Involuntary un
Training

Voluntary > Fail Return from LOA
Voluntary Y

= 2 (_) Voluntary > Job Not as Expected Note: SCI"O“ dOWI"\ to

() Voluntary > Lack of Career

~ Advancement view more reasons.



https://learning.goodwillaz.org/wp-content/uploads/2026/01/GSFB-Termination-Final-Check-Manager-Guide_Effective-1-1-2026.pdf

HOW TO SUBMIT A VOLUNTARY TERMINATION (TM DID NOT RESIGN IN WORKDAY)

5. Scroll down on the form and enter Details

the Termination Date, Last Day of
Work, Pay Through Date, and 7

Termination Date *

Resignation Date. 01/31/2026
IMPORTANT! The Termination Date is the date LastDayofWork * | 1§
3 5 01/31/2026
specified by the team member as their last day of
work unless otherwise approved by an HRBP. The Pay Through Date *
Resignation Date is the date the team member 0173172026
notified their manager(s) of their resignation. Resignation Date
01/31/2026
6. Scroll down and select the team
. . R
member’s rehire eligibility status.
Note: Team Members who voluntarily Eligible for Rehire * KN v
. - . X Yes = Rehire Eligibilit X
resign are usually eligible for rehire. If you ‘ 6 o grotity
Leaders: Please note, for rehire eligibility if
! ! you select NO, the employee will be restricted
are unsure of the team member's rehire you select N0 he employee il
o e e . . . GCNA/GIMV/GSFB. The following
ellglblllty, C||Ck the queStlon ma rk icon to termination reasons are not eligible for
rehire:
view information about the rehire Sondone Unauthorized Work
imental Behavior
o e epe . Disorderly Conduct
eligibility policy. N\anagers can also Production Padding
Theft
. M Misuse of Employment Relationship
consult their leader or an HR Business oA
. Shopping Policy Violation
Pa rtner {:OI’ gUIdance. Reckless Conduct

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. | Note: If no documentation is available, continue

to step #9. Managers can also add any relevant

Attachments Attachments .
comments to the comment section of the form.
A
Drop files here PD +/  Successfully Uploaded!
or
Description [ J.B. Resignation 1/31/26 ]
Select files N p
ote: Convert any attachments to Category *‘ X Resignation = ‘
a PDF file before uploading.

8. If applicable, Select Resignation for the document Category > Enter an optional description

(i.e., team member’s initials with the resignation date, etc.). D m

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.



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

