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Human Resources Office
105 Student Services Building




Exit Process

Applies to regular employees (faculty and
staff) and graduate students who are leaving
the University.

Exiting employees are required to have the
“Authorization for Release of Final Paycheck”
Initiated and completed prior to or on their
last actual day worked.

The exit process involves several approving
departments to ensure its completion.



Exit Process

The Authorization for Release of Final
Paycheck ensures that employees have:

Returned University property in their
possession, including the ID card (faculty
and staff only)

Satisfied debts owed to the University

Arranged for release of the final paycheck
via direct deposit.



Employee Instructions

SAMPLE
RESIGNATION LETTER

Date
Name

Street Address
City, State Zip

Dear Dr./Mr./Ms. Last Name:

Please accept this letter as formal notification that | am leaving the University of Tennessee XYZ
department on X DATE.

Thank you for the opportunities you have provided me during my time with the department.
If | can be of any assistance during this transition, please let me know.

Sincerely,

Your signature

Your typed name

The exiting employees start the process by informing their department of the intent to
leave the University.

The employee should submit a letter of resignation.



Employee Instructions (continued)

My IRIS Web

¢Back Forward , History Favorites Personalize View Help

—_— —_ — —_ r = — — — —
1 1 1 1 = 1 1 1 1
Home Inbox IRIS Applications Employee Self Service Reports Shop Other Pl Reporting Self-Service
Overview

' Employee Self Service > Overview

Personal Information

Back

> = Personal Profile
— e the links belo access your personal information.

Persanal Profile

Use this link to display your personal data (for example, address inform ation or bank details). Some information
(such as Emergency Contact Addr ess) may be updateable. Use the link below for the Personal Data Form to
update information that is not available for update in ESS. The Persona | Data Form should be submitted to your
local Human Resource Office.

Personal Data Form
Use this link to download the Personal Data Form to change information i n your Personal Profile.

Persanal Data Form Instructions

Use this link to download instructions for completing the Personal Data Form to change information in your
Personal Profile.

My HR128 Training History
Use this link to check your HR 128 status using the training history stored in IRIS

Unlock IRIS User ID
T Click the link below to unlock your IRIS User ID

The supervisor should direct the employee to visit the Employee Self-Service (ESS)
portal at https://irisweb.tennessee.edu/ir//portal to verify and update, if necessary, their
personal information, including the home address or forwarding address, and telephone
number.



https://irisweb.tennessee.edu/irj/portal

Initiator Instructions

THE UNIVERSITY OF
' I : TENNESSE UTK Human Resources Exit Process
KNOXVILLE
HR Exit Form
Login here to authorize, complete, or initiate an HR Exit Process Form
NetlD: NetlD
Password: Password HR Exit Form | https:/knoxareaexit utk edu | Version: 1.0
Submit
Forgot Password?
Need help?

For questions about using this site,
please contact us at
checkout@utk.edu

- The employee’s department will initiate the electronic process by visiting
knoxareaexit.utk.edu and log in with the Net ID and password.



https://knoxareaexit.utk.edu/

Initiator Instructions (continued)
N

THE UNIVERSITY OF

T TENNESSEE UTK Human Resources Exit Process

KNOXVILLE

HR Exit Form

Logout B>

Dashboard Dashboard

Initiate Exit P Choose an option from the lefthand menu to continue. (Facility Services is piloting the automated exit process beginning 10/24/17 until a date to
nitiate rocess
be determined. All other departments continue to clear employees using the paper form).

Q My Exit Form

B Pending Verifications

HR Exit Form | https /fknoxareaexit. utk.edu | Version: 1.0
@ Review Exit Requests

g,) Get Help

& Logout

. Select “Initiate Exit Process”



Initiator Instructions (continued)
N

THE UNIVERSITY OF

TENNESSEE

KNOXVILLE
HR Exit Form

A Dashboard

# Initiate Exit Process

Q My Exit Form
B Pending Verifications

l'@ Review Exit Requests

g,) Get Help

& Logout

UTK Human Resources Exit Process

| Logout G+

Initiate Exit Process

Enter the personnel number of the employee you would like to begin the exit procedure for. Their information will be populated and you will be

asked to verify before proceeding.

UT HR Exit Request

Personnel Number:

Please enter the employee ID number for the employee you are initiating an exit form for.

Employee ID #

Submit Employee ID

HR Exit Form | hitps://knoxareaexit.utk edu | Version: 1.0

- Select “UT HR Exit Request” and enter the exiting employee’s 6-digit ID number
(additional necessary information for the employee will be pre-populated).



Initiator Instructions (continued)

Initiator Instructions

Click to view instructions

a. Collect University property in the employee’s possession, including, but not
limited to: uniforms, tools, cell phones, radios, lap tops, tablets and ID cards
(return faculty and staff ID cards to VolCard Office via inter-departmental mail;
do not return graduate student ID cards);

b. If the employee has a University parking permit, instruct the employee to go to
the Parking & Transit Services Office located at 2121 Stephenson Drive to turn
in their hang tag and cancel their parking;

c. If the employee has University issued keys, instruct the employee to go to the
Lock & Key Services located in Greve Hall Room G15 and return the keys.

Add Proxy

[ | certify that | have the authority to submit this exit request for the employee listed above.

Initiate Form

The initiator will click to view instructions.



Initiator Instructions (continued)

« February 2018 »

Initiator Instruct\Su Mo Tu We Th Fr Sa

Click to view instruct

4 5 6 7 8 9 10

P
AmountOwedtom 4\ 45 43 14 15 16 17

$
Comments 18 19 20 21 22 23 24

25 26 27 28
Last Day Worked:

Workform Proxies @

Add Proxy

[C1 1 certify that | have the authority to submit this exit request for the employee listed above.

Initiate Form

The initiator will enter any amount owed to the department, add comments, and enter
the employee’s last day worked (this date may or may not be the termination date. For
example, if the exiting employee is on terminal leave — a retiree — or administrative
leave with or without pay, the two dates will not coincide).



Initiator Instructions (continued)

Col of Law (Test 1)

Amount Owed to the Department

$
Comments Mezzage from webpage et
L LT UG A workform proxy allows another user {or users) to view and
! make changes with the same person as the initiator [you). This
will allow them to approve or reject requests that you have
initiated as well as view, update, and track the status of
Workform Proxies @ requests that you have initiated. Please enter a single MNetlD
and click the Add Proxy button, You can add as many proxies
as needed.
Add Proxy
Existing Proxies

W1 1 certify that | have the authority to submit this exit request for the employee listed above.

Initiate Form

The initiator may also add work form proxies. A work form proxy allows another user (or users) to view
and make changes with the same person as the initiator.

The initiator checks the box verifying that the proxy has the authority to submit the exit request, and
then selects the “Initiate Form” box to begin the process.



Initiator Email (continued)
-1

Impartant update from the HR: Exit Form System. Please read the full message below for complete details.

THE UNIVERSITY OF

TENNESSEE

KROXVILLE
HLUMAN RESOURCES

You have successfully submitted an exit request for the employee
The form is currently being processed. Please contact checkout@utk edu for

further questions.

Human Resources

105 Student Services Building
kKnoxville, Tennessee 37808-0213
Fhone: B65-848-0847

Please do NOT reply to this email. This message has been sent from an unmonitored mailbox.

- The initiator will receive an email stating they have successfully submitted the exit request for the
exiting employee and that the form is being processed. Proxies that were added will also receive
this email.



Initiator Instructions (continued)

THE UNIVERSITY OF
TENNESSEE UTK Human Resources Exit Process

KNOXVILLE
Exit Form

Dashboard Pending Finalizations

A

» _ Finalize or reject forms you have initiated here
# Initiate Exit Process
Q

My Exit Form
B Pending Verifications Show | 10 [v] | entries
& Review Exit Requests Form Type Employee Status
UTK HR Exit Request Finalized
UTK HR Exit Request Active

Showing 1 to 2 of 2 entries

@ Get Help

| Logout G
Search:
Created Action 5
1172017
0171172018

HR: Exit Form | hitps:/knoxareaexit.utk edu | Version: 1.0

- The employee and the department will be afforded the opportunity to check on the status of the form
at any time by selecting “Review Exit Requests” on the dashboard and selecting “Edit/Review form”.



Initiator Instructions (continued)
N

Search:
Item 1*  status Amount Owed Comments Action Update
($) Total Amount Owed $ 309,
Bursar's Office Approved $ | ol ' |Comments ® Disapprove Update
Central Alarm System Approved $ ‘ | Comments ® Disapprove Update
- _ : A
;S Construction Oper (Initiating Approved $ ‘ 309.UU| Uniforms and Vv ® Disapprove Update
epartment)

Library Pending $ ‘ | Comments v

rove Update

Approval e =

Litigation Hold Approved $ ‘ | No litigation hold X Disapprove Update




Initiator Email (continued)

Important update from the HR Exit Form Systemn. Please read the full message below for complete details.

EMAIL TO WORKFORM PROXY:

The exit request for has been completed. Click below to
review and finalize this exit request. If you do not finalize this request within 3 business
days, it is assumed that the request is valid and will be processed as is. Contact
checkout@utk.edu for more information.

Click Here To Review Request

Human Resources

Please do NOT reply to this email. This message has been sent from an unmonitored mailbox.

After the approvers (or system) clear the exiting employee (this may take up to two work days), the
initiator will receive an email stating the exit request for the exiting employee has been completed.
The initiator will be directed to review and finalize the exit request (within three additional work days).
Proxies that were added will also receive this email.



Initiator Instructions (continued)

THE UNIVERSITY OF
TENNESSEE UTK Human Resources Exit Process

ENOXVILLE
R Exit Form | Logout G

Dashboard Pending Finalizations

A

» _ Finalize or reject forms you have initiated here
# Initiate Exit Process
Q

My Exit Form
H  Pending Verifications Show | 10 [v] | entries search:
Form Type Employee Status Created Action I5
UTK HR Exit Request Finalized MrR017

Edit/Review Form

UTK HR Exit Request Active 0171172018

Showing 1 to 2 of 2 entries Previous

@ Get Help
HR: Exit Form | hitps:/knoxareaexit.utk edu | Version: 1.0

- To finalize or reject the exit request, the initiator will log back in, select “Review Exit Requests” then
select “Edit/Review Form”.



Initiator Instructions (continued)

i~ B ~L

Item Status Amount Owed Comments Action Update
HR-East Reg Swc Cir-Talen (initiating Approved £ | | ‘Eumment& | X Disapprove Update
Department)
VoiShop Approved 3 0l | Commeoms % Disapprove Update
Bursar's Office Approved 5 Comments % Disapprove Update
RecSports / T-Recs Center :ZSW“SE $ | | | [e ' Approve Update
Telephone Services Approved s | | e % Disapprove Update
Th e i n iti ati n g d ep artm ent Wi I I Veterinary Medical Center ¥ Disapprove Update
finalize or reject the exit process Pating & Transt % Disapprove | || Update
A (17 = H ”
by selecting “Finalize” (green) Lock .Key Senvices % Disspprove | | [ Update
or “Reject” (red).
j ( ) Litigation Hold ® Disapprove Update

(%) Total Amount Owed




Initiator Email (continued)
-1

Important update from the HR. Exit Form System. Please read the full message below for complete details.

THE UNIVERSITY OF

9 §| TENNESSEE

KMNOXVILLE
HUMAN RESOURCES

The exit request for has been finalized. If you have any
questions about this request please contact checkout@utk.edu.

Human Resources

105 Student Services Building
Knoxville, Tennessee 37996-0213
Phone: 865-946-3347

Please do NOT reply to this email. This message has been sent from an unmonitored mailbox.

- After the initiator (or system) finalizes the request, the initiator will receive an email stating the exit
request for the exiting employee has been finalized. Proxies that were added will also receive this email.



(Based on Last Day Worked or Date Initiated Whichever is Later)

9:20 am

Ue——

Email sent to:

Initiator/proxy(ies):
v" Notified

Approvers:
v' Clear employee

Employee:
v' Update info in ESS

v" View exit form
v' Clear/settle debt

T

R:

v" Notified

{1

Exit Process Workflow

5 Business Days

(Weekends, Holidays, Scheduled Admin Closing Days excluded)

10:00 am
—

48 business hours

> 72 business hours =)
10:00 am 10:00 am 10:00 am

\—’

Approvers:

v

May change
amount owed or
comments
previously entered
up until initiator
finalizes or rejects

Initiator/proxy(ies

v

Receives email
stating the exit
request has been
completed.

Directed to finalize
or reject exit
request.

\ ’

Email sent to:

Employee:
v' Viewl/print exit form

Payroll (if amount owed):

v' Deduct amount

v' Credit responsible
department

v' Deposit remaining
into employee’s bank
account

T
A

Receive completed
form

Reconcile as required
Upload form into
personnel file

AN

AN

Exit process initiated more than five business days before the employee’s last day worked — exit process workflow will go into a
gue and will be released five business days before the last day worked.

Exit process initiated within five day window or after last day worked — exit process workflow will begin when initiated and follow

the five business day workflow. Example: if employee departs March 2"d and the form is initiated on March 5t the exiting process
will begin on March 5" and will be finalized or rejected within five business days. In this case, the initiator should notify payroll via
phone/email to hold the final paycheck until the exit process is complete.



