D Software Education & Training
L' at The George Washington University

Change In Status (CIS) Terminations Form

The Change In Status — Terminations Form has moved to the web. You can now
access and complete the termination process entirely online.

Follow the instructions below to complete the CIS Termination Form.

Before you begin you'll need the following information:
= Employee ID
Effective Date of the Employee’s Termination
Effective Date of the Job’s Termination
Termination Reason
Last Work Date
= Attachments —
0 Leave Record,
0 Resignation Letter and/or Letter to Employee
= Leave Balances, if necessary — for annual or sick leave

CIS Termination Form g
10/07/2005 Page 1 Banner @GW

www.gwu.edu/~banner



1. Getting to the new CIS Termination Form

806

MyCW - The George Washington University Web Portal

€3 http:/ /abel.imag.gwu.edu/index.cfm

Q@ 2(Q~ Google

m GWv Justinv

blackboard

gweb info system
directories

gw instant messenger

alumni community

GW Campus Advisories

Calendar

October 2005
S M TWT F 8

1
2 3 45 cffle

10 11 12 13 14 15
17 18 19 20 21 22
24 25 26 27 28 29
31

Events Today

There are no events for today
from your organizations, you
may add organizations to your
preferences or view University
Event Calendar.

Suggest An Event...

[Lo/07105 Koo

GW News

news & even.s

tools & resources

[15s Aterts

|There are no ISS Alerts at this time.

customize »

Quick Links

Academic Calendar
Blackboard Course Management System
ByGeorge Kudos and Recognitions
Campus Advisories
Campus Dining Services
Campus Map
Career Center
Community Living and Learning Center
Directories

ployee Training and D: P t

Faculty Hire Application

GW Bookstore
Gweorld/Colonial Cash

Help Desk

PCard Management Tool
Parking Services

Staff Employment Vacancies
Training, IT-GLearn

Zipcar Membership

Working

GW Information System

GWIS - Change Your Campus
Address/Telephone

GWIS - Review Benefit Selections
GWIS - Review Employment History
GWIS - View Tax Witholding Information

Human Resource Services
Online Supply Orders
Payroll Services

Staff Employment Vacancies
Student Employment
Information

1765: Nine

American colonies

enact the

Declaration of

Rights and

Grievances and

resolve to boycott goods

subject to the Stamp Act tax.
more on today

I - |
My Org Admin

» Banner Applications
customize

S - - X |

Enterprise Systems

Banner
Contract Management System
EAS

EAS Security Forms
My Action Items

My Notifications
Telesoft

|Gw News Center

Did You Know?

|There are no GW news at this time.

o] izati and departments

The GW Hatchet an i

within the University can post
news and events on the myGW
Portal and have the same

=

University agrees to meet with sex professor

Former human sexuality part-time professor Michael Schaffer, who was
accused by a former student of sexual harassment, is scheduled to meet with
University officials next week, when he will push them to fully disclose the
reasons why his contract was not renewed.

CLLC stops tracking students' mood swings

content sy out to their
own website on the University's
main web server or any other
web server.

more myGW facts

Log into the myGW portal.
Click on Tools & Resources
from the tab menu at the top
of the screen.

CIS Termination Form

10/07/2005 Page 2

www.gwu.edu/~banner

@GW



2. Locating HR Forms

eno MyGW - The George Washington University Web Portal

€3 http:/ /abel.imag.gwu.edu/7tab=5

Under the HR Forms section
in the right hand column,
select Change In Status —
Terminations. This will take
you to the new CIS
Terminations Form.

Q@ 2/Q- Google Y

3 GWv Justinv

| e-mail

add to my portal

Enterprise Systems

Tool & Resource Links

| calendar
2 Account Center

Compliance and Privacy Office
Directories

GW Advertising

GW Logos/Graphics

GW Mail Services

IT Help Request

Online Media Guide

Parking Services

Policies, University

Risk Management

Stipend Forms and Information
Telesoft

Training, Web Based - NetG
Web Resource Center

Banner
Contract Management System
EAS

| blackboard

EAS Security Forms
My Action Items

My Notifications
Telesoft

gweb info system
directories

more
gw instant messenger

@ alumni community
)

| 6w campus Advisories

add to my portaf
Training Links

Computing

Computer Skills Training
ResNet Connection Employee Training and
Student Organization Registration/Merlin Development

Wireless Network Device Registration Training and Development
Wireless VPN Client Plan

Training, IT-GLearn
Training, IT-GLearn
Training, Web Based - NetG

mpre

Computer Purchases
Help Desk
Homepages on ACAD
PIN Fetcher

Finance

Charts of Accounts forms

Electronic Expense Report

Financial Aid Award Status

Financial Aid Entrance/Exit Interviews
GW Information System

GWIS - Refund Request

GWIS - Student Account Info
GWorld/Colonial Cash Management

GWorld/Debit Dollars

Make a Gift to GW

Monthly Payment Plan Appli

PCard Management Tool

Student Account Refund Request Form
Supply Chain

Supply Chain Forms

2 3 4 5 o[l

10 11 12 13 14 15
17 18 19 20 21 22
24 25 26 27 28 29
31

Maps & Directionfs

Driving Directions to GW
Interactive Map of Main

(Foggy Bottom)
N Printable Map of
Events Today Campus

There are no events for today
from your organizations, you

Working

may add organizations to your
preferences or view University
Event Calendar.

GW Information System
GWIS - Change Your Campus

Human Resource Services
Online Supply Orders

J NOTE: If you do not see the

Address/Telephone

GWIS - Review Benefit Selections
GWIS - Review Employment History
GWIS - View Tax Witholding Information

Suggest An Event...

GW News

Payroll Services
Staff Employ
Student Employment
Information

form in the list provided, you
can locate CIS by selecting
the More button at the end
- of the list. Choosing More
<4— will give you a full list of HR

" Forms.

Benefits Forms

Change In Status -

Terminations

Direct Deposit Election
mployment Application,

more

add to my poﬂal
Fixit

Media and Public Affairs Building
Reservation Info

There are no cument news at
this time from your
orgar , you may ad

ja to your
preferances or view

Facilities Verification

Faculty Hire Applicati
Tax Forms
more
S

Cafritz Conference Center
Reguests
Equipment Los

d Rentals

StjggﬁtASiow...

CIS Termination Form
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3. The Change In Status Form

806 Change In Status - MyGW - The George Washington University Web Portal

@ € https://abel.imag.gwu.edu:443/mod/cis/dsp_main_menu.cfm

. O GWv Justinw

MAIN MENU

—

ATIONS

Q\ Create a Termination Form )
Re-open Rejected Termination Forms
View Submitted/Approved Termination Forms
View Notifications

Reference Materials
Termination Training Manual

4. Step 1 — Employee Information

806 Change In Status - MyGW - The George Washington University Web Portal

@ € https://abel.imag.gwu.edu:443/mod/cis/dsp_stepl_form.cfm?new=1 & ~ Q- Google

. O GWv Justinw

-1
< Employee ID
T~
ange

Home Organization Code/Desc

Employee W4 Address

p Employe Active p Employee b Attachments Levels of
formatior Position Termination & Remarks Approval &
Information Information Notifical
STEP 1: EMPLOYEE INFORMATION
Specify Employee Information.
Name: Approval Status: New Last Paid Date:
Date Prepared
10/7/2005

Employee Class

Employee Campus Address

Exit | [ Save&Exit | [ Save& Continue

This is the CIS Homepage.
To begin the termination
process, click Create a
Termination Form under
Terminations in the Main
Menu.

Enter the employee’s ID
number in the space provided
on the form. After you have
entered the Employee ID,
press the TAB key on your
keyboard.

NOTE: After you enter the
Employee ID, the system
pulls data from Banner and
populates the remaining
fields of the form. (See next
screen shot)

ERROR MESSAGE: If you
don’t have access to the
employee and his/her jobs,
you'll receive a Banner
security access message with
instructions on how to
proceed.

CIS Termination Form
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5. Enter Employee ID

‘/6 06 Change In Status - MyGW - The George Washington University Web Portal
|

€ https://abel.imag.gwu.edu:443/mod/cis/dsp_step1_form.cfm @ 2(Q~ Google

[ GWv Justinv

MAIN MENU

Employc Active Employee Attachments Levels of
formatior Position Termination & Remarks Approval &
Information Information Notifications

STEP 1: EMPLOYEE INFORMATION

Specify Employee Information.

Name: Battersby, Janice Approval Status: New LasMe: 03/12/2005

Employee ID Dat pared
666445555 Togzi2os,
Employee Class

</ S3 UV Staff - Non-Exempt - RFT
N ome Organization Co.

152701 RATION-MUSIC

Employee W4 Address Employee Campus Address

Administration-Music
801 22nd Street NW Room B141
Washington DC 20052

e —
Exit Save & Exit Save & Continue *\

6. Step 2 — Active Position Information

‘/6 06 Change In Status - MyGW - The George Washington University Web Portal
|

€ https://abel.imag.gwu.edu:443/mod/cis/dsp_step2_form.cfm?CFID=194 &) ~ Q- Google

[ GWv Justinv

Employee Actiy Employee Attachments Lovete ol
Information Positic Termination & Remarks roval &
formatior Information Notifications

STEP 2: ACTIVE POSITION INFORMATION
Review the Active Position Information. Make able changes to the job change reason and effective date.
Name: Battersby, Janice Approval Status: New Last Paid Date: 03/12/2005
Select All
M Job Information
_—Select_ Position Suffix m Rate/Salary
D Dozrss 00 P
ECLS Job Begin Dal Job Change Reason Approval Status
83 02/18/2002 New
Last Paid Date gctive Termination Date
i '
Exit | [ Save&Exit | [ Save& Continue

After you have entered the
Employee ID, you must now
choose an Effective Date of
Change. This date is
defaulted on future screens.

NOTE: Enter the Effective
Date in the following format
— (MM/DD/YY) or
(MM/DD/YYYY). For
example, June 27, 2006
would be entered as
06/27/06 or 06/27/2006.

When you have entered the
correct Date of Change, click
the Save & Continue button
at the bottom of the screen.

NOTE: Make sure you check
the position box on the far
left hand side of the screen.

In Step 2, you're asked to
submit a Job Change
Reason. Using the drop
down menu, select one of the
options.

NOTE: Make sure you have
the correct Termination
Date entered.

In this step you're
terminating the position. In
Step 3, you'll select the
termination reason for the
employee.

CIS Termination Form
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6. Step 2 — Labor Distribution

800 Change In Status - MyGW - The George Washington University Web Portal a If you’d ||ke to see the Labor

€3 https://abel.imag.gwu.edu:443/mod/cis/dsp_step2_form.cfm?CFID=194 &) ~ Q- Google )

- Distribution for a position,
click the Labor Distribution
button to the right.

- [ GWv Justinv

MAIN MENU

Employee p Activ Employee Attachments Levels of
Information Positi Termination & Remarks Approval &
ormatior Information Notifications

STEP 2: ACTIVE POSITION INFORMATION
Review the Active Position Information. Make applicable changes to the job change reason and effective date.

Name: Battersby, Janice Approval Status: New Last Paid Date: 03/12/2005
Select All

Job Information

Select Positi Suffix Job Titl: Job T Rate/Sal . .
8 s o i sheed Pinary e NOTE: Clicking the button
ECLS Job Begin Date JobchangeReason Approval Status, W|” reveal the relevant Labor

53 0211812002 : =

Last Paid Dato Effective Termination Date Distribution information for
o e e -
the position.
or Distribution
Position Suffix Index Fund Orgn Acct Prog Percent
102736 00 152701 110100 152701 51211 D21 100.00
Ext | [ savesbxt | [ Save&Continue | Press the Save & Continue

button to proceed.

CIS Termination Form
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Employees with More than one Position

Change In Status - MyGW - The George Washington University Web Portal a
- m B €3 https://abel.imag.gwu.edu:443/mod/cis/dsp_step2_form.cfm?CFID: () ~ Q~ Google )
m GWv Justinv —
MAIN MENU
» Employee b Activ Employee Attachments Levels of 1
Information Positic Termination & Remarks Approval &
formation Information Notifications
STEP 2: ACTIVE POSITION INFORMATION
Review the Active Position Information. Make applicable changes to the job change reason and effective date.
Name: Baldwin, Francesca Approval Status: New Last Paid Date: 02/28/2005
Select All I
I Job Information /
Sciect Rgitier——SUMX — Job Title Job Type Rate/Salary
(& 103258 00 Uv Faculty Regular Primary h
ECLS Job Begin Date Job Change Reason Status
F2 09/01/1995 i+ New
Last Paid Date Effective Termination Date
02/28/2005 113
Position Labor Distribution
Position Index Fund Orgn Acct Prog Percent
103258 00 153601 110100 153601 51111 D21 100.00
5%;( Suffix Job Title Job Type Rate/Salary
3 183683 00 Uv Faculty Administrators Secondary
ECLS Job Begin Date Job Change Reason Approval Status
F1 09/01/2004 ) New
Last Paid Date Effective Termination Date
i e
Position Labor Distribution
Position Suffix Index Fund Orgn Acct Prog Percent
183683 00 166301 110100 166301 51111 D21 100.00
[ Ext | [ SavesExt | [ SaveacContinue | <
806 Change In Status - MyGW - The George Washington University Web Portal

.. € https://abel.imag.gwu.edu:443 /mod /cis/dsp_step2_form.cfm?CFID: & = Q- Google

:; l/

I ﬁﬁ GW v Justinv

MAIN MENU
» Employee b Activ Employee Attachments Levels of 1
Information Positic Termination & Remarks Approval &
formation Information Notifications
STEP 2: ACTIVE POSITION INFORMATION
Review the Active Position Information. Make applicable changes to the job change reas}pﬁﬁﬂ effective date.
Name: Baldwin, Francesca Approval Status: New Last Paid Date: 02/28/2005
Solect M Job Inloy;mn
Select Position Suffix Job Title Job Type Rate/Salary
' 103258 00 Uv FacultyRegular Primary
ECLS Job Begin Date Jo| ange Reason Approval Status /
F2 09/01/1995 i+ New
Last Paid Date Effective Termination Date
02/2812005 (1172572005 | [1]2
Position Lab istribution
sition Suffix Index Fund Orgn Acct Prog Percent
103258 00 153601 110100 153601 51111 1 100.00
/ sition Suffix Job Title Job Type Rate/Salary
< E 183p83 00 Uv Faculty Administrators Secondal
\ LS Job Begin Date Approval Status
F1 08/01/2004 . Faculty-End of Temp Appt New
Last Paid Date Faculty- Glrant Expired
Faculty Volunta Resl nation
0212812005 = lY I'Y 9 Labor Distribution &
acl
Refirement Position Labor Distribution
Position Suffix Retirement/Settlement Acct Prog Percent
183683 00 Termination of Job 51111 D21 100.00
[Exit | [ savesext | [ saveacontnue | <«

If an employee holds more
than one position, you will
see the secondary position
(as in the example here)
displayed as well. However
you will only see jobs for
which you have access.

You must select which job
you want to terminate by
putting a check mark in the
appropriate boxes — here you
have two options.

Select the job you wish to
terminate and click Save &
Continue.

Select the job(s) you wish to
terminate.

Then choose a Job Change
Reason from the drop down
menu.

Click Save & Continue to
proceed.

CIS Termination Form
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7. Part 3 — Employee Termination Information

}/f\ NN Change In Status - MyGW - The George Washington University Web Portal
i

» €3 https://abel.imag.gwu.edu:443/mod/cis/dsp_step3_form.cfm?CFID=194 &) ~(Q- Google

- [ GWv Justinv

Employee Active b Employe Attachments Levels of
Information Position Termination & Remarks Approval &
Information srmatior Notifications

STEP 3: EMPLOYEE TERMINATION INFORMATION

Review the Employee Termination Reason, Date and Last Work Date.

Name: Battersby, Janice Approval Status: New Last P; ate: 03/12/2005
Termination Reason :

Termination Date 06/27/2006 | 12

Last Work Day

Leave Balances (hours)

(hours)

Ext | [ Save&Ext | [ Save&Continue |

8. Choose a Termination Reason

€3 https://abel.imag.gwu.edu:443/mod/cis/dsp_step3_form.cfm?CFID=194 &) ~(Q- Google

Ile 06 Change In Status - MyGW - The George Washington University Web Portal
i

0 GWv Justinv

MAIN MENU
Employee Active b Employe Attachments Levels of
Information Position Termination & Remarks Approval &
Information srmatior Notifications

STEP 3: EMPLOYEE TERMINATION INFORMATION

Review the Employee Termination Reason, Date and Last Work Date.

Name: Battersby, Janice Approval Status: New Last Paid Date? 03/12/2005
Termination Reason v
Resignation - Other Voluntary
Termination Date End of Temporary Appointment
End of Faculty Appointment
Last Work Day Better Job
Deceased

Departmental Problems

Early Retirement

End Temp Appt Not Elig Rehire
End of Resident Appointment
Family Responsibilities

Leave Balances

Grant\Employ. Contract Expired
Individual Never Worked

Job Abandonment

Job Elimination

Leaving the Area

Military Service

Organization Divestment
Other Involuntary Terminations
Permanent Disability

Reduction In Force
Resignation-Not Elig Rehire
Retirement

In Part 3, you'll need to
choose a Termination
Reason (see next screen
shot) from the drop down
menu.

NOTE: Include outstanding
Annual and Sick Leave
Balances in the spaces
provided. You will not be
able to proceed if you leave
these fields blank. These
fields will not be visible for
Faculty and non-benefited
employees.

NOTE: This step terminates
the employee record. You will
not be able to terminate the
employee without first
terminating the Primary Job.

Select a Termination
Reason from the drop down
list provided.

Again, be sure to enter the
employee’s Leave Balances.

Press the Save & Continue
button to proceed.

Leave Balances are not
required for Faculty or for
non-benefited employees.

CIS Termination Form
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9. Step 4 — Attachments and Remarks

’:6' 06 Change In Status - MyGW - The George Washington University Web Portal

@ €3 https://abel.imag.gwu.edu:443/mod/cis/dsp_step4_form.cfm?CFID=1¢0) ~ Q- Google

. [ GWv Justinv

MAIN MENU

Information Information

Employee Active Employee At
Information Position Termination &R
i

hime Levels of
mark Approval &
Notifications

STEP 4: ATTACHMENTS AND REMARKS

Please select applicable remarks and upload any relevant attachments.

Name: Battersby, Janice

Approval Status: New

Last Paid Date: 03/12/2005

Remarks

[_] Needs security escort
! Employee will return as a subcontractor.

] Employee indicates that the job requires too much travel
M

Employee gave two or more weeks notice

Attachments

Leave Record

-File or Fax Needed-

Resignation Letter

-File or Fax Needed-

Delete Checked Items

Attach New File:

Type [E3

o i e &
File  (Choose File ) no file selected
Print Fax e
Cover or, _ will fax this item Add

To attach a document, select file type from the drop down list, browse to
the file to be attached, and click the "Add” button.

Alternatively, you may indicate that the document will be faxed by selecting
the file type, clicking the “will fax this item” checkbox and clicking the "Add™
button.

[[Ext | [ save&Exit | [ Save&Continue |

Step 4 asks that you include
any relevant attachments to
process the termination.

You have the option to
upload or fax either a Leave
Record or a Resignation
Letter.

NOTE: Attachments are
based on employee class,
termination reason and
benefit category. If the
termination is a dismissal
then an Employee Letter is
requested.

CIS Termination Form
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10. Uploading a File

Change In Status - MyGW - The George Washington University Web Portal

- @ - € https://abel.imag.gwu.edu:443/mod/cis/dsp_step4_form.cfm?CFID=1¢) ~ Q- Google

: 0 GWv Justinv

MAIN MENU
Employee Active Employee Levels of
Information Position Termination Approval &
Information information Notifications

STEP 4: ATTACHMENTS AND REMARKS

Please select applicable remarks and upload any relevant attachments.

Name: Battersby, Janice

Approval Status: New

Last Paid Date: 03/12/2005

Employee gave two or more weeks notice

Remarks Attachments

[ Needs security escort Leave Record

_! Employee will return as a subcontractor. -File or Fax Needed-
! Employee indicates that the job reguires too much travel

)

Resignation Letter

-File or Fax Needed-

Delete Checked Items

Attach New File:

T
5% Leave Record
Print Fax Resignation Letter
oW TS e

To attach a document, select file type from the drop down list, browse to
the file to be attached, and click the "Add” buttor

Alternatively, you may indicate that the document will be faxed by selecting
the file type, clicking the “will fax this item” checkbox and clicking the "Add™
button.

[[Ext | [ save&Exit | [ Save&Continue |

Change In Status - MyGW - The George Washington University Web Portal

- @ - €3 https://abel.imag.gwu.edu:443/mod/cis/dsp_step4_form.cfm?CFID=1¢) ~ Q- Google

M GWv Justinv

MAIN MENU
Employee Active Employee hme Levels of
Information Position Termination mark Approval &
Information information Notifications

STEP 4: ATTACHMENTS AND REMARKS

Please select applicable remarks and upload any relevant attachments.

Name: Battersby, Janice

Approval Status: New

Last Paid Date: 03/12/2005

Remarks

Employee gave two or more weeks notice

Attachments
[ Needs security escort Leave Record
_! Employee will return as a subcontractor. -File or Fax Needed-
! Employee indicates that the job reguires too much travel
)

Resignation Letter

-File or Fax Needed-

Attach New File:
T
5% Leave Record
Print Fax Resignation Letter
OrTT W TR TS e

To attach a document, select file type from the drop down list, browse to
the file to be attached, and click the "Add” button.

Alternatively, you may indicate that the document will be faxed by selecting
the file type, clicking the “will fax this item” checkbox and clicking the "Add™
button.

[[Ext | [ save&Exit | [ Save&Continue |

Choose the file type you wish
to upload from the drop
down menu. In this case,
we've chosen the Leave
Record.

To upload a file, select the
appropriate record type from
the drop down menu here.

Next use the Choose File
button to locate the file you
wish to upload on your
computer.

Finally, be sure to click the
Add button to complete the
upload. You will notice the
file is now present in the
Attachments column under
Last Paid Date. (See next
screen shot).

CIS Termination Form
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Change In Status - MyGW - The George Washington University Web Portal

Make sure your document

- @ €3 https://abel.imag.gwu.edu:443/mod/cis/dsp_step4_form.cfm

© 2/Q-~ Google

MAIN MENU

Information Information

Employee Active Employee tact
Information Position Termination 5 Re

mark Approval &

me Levels of ]
Notifications

STEP 4: ATTACHMENTS AND REMARKS

Please select applicable remarks and upload any relevant attachments.

Name: Battersby, Janice

Approval Status: New

Last Paid Date: 03/12/2005

Remarks

Employee gave two or more weeks notice

Attachments
) Needs security escort Leave Record
_! Employee will return as a subcontractor. -Filo or Fax Needed-
! Employee indicates that the job reguires too much travel
)

Resignation Letter

resignation.doc

Delete Checked Items

Attach New File:
Type [E3

File (" Choose File ) no file selected

To attach a document, select file type from the drop down list, browse to
the file to be attached, and click the "Add” button.

Alternatively, you may indicate that the document will be faxed by selecting
the file type, clicking the “will fax this item” checkbox and clicking the "Add™
button.

or, [ will fax this item

[[Ext | [ save&Exit | [ Save&Continue |

has been up loaded correctly.

You'll see the document in
the Attachments column
with a check box to the right
of the document if the upload
was successful.

CIS Termination Form
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11. Faxing Leave or Resignation Letters

800 Change In Status - MyGW - The George Washington University Web Portal

@ €3 https://abel.imag.gwu.edu:443/mod/cis/dsp_step4_form.cfm

© 2/Q-~ Google

. M GWv Justinv

MAIN MENU

Employee b Active b Employee b Attachme Levels of
Information Position Termination & Remark Approval &
Information Information Notifications
STEP 4: ATTACHMENTS AND REMARKS
Please select applicable remarks and upload any relevant attachments.
Name: Battersby, Janice Approval Status: New Last Paid Date: 03/12/2005
Remarks Attachments
] Needs security escort Leave Record
! Employee will return as a subcontractor. -File or Fax Needed
] Employee indicates that the job requires too much travel
! Employee gave two or more weeks notice Resignation Letter
]
Attach New File:
Tre / ®
R e Y
File  ("Choose File ) no file gjected
Print Fax o rra————
To attach a document, select file type from the drop down list, browse to
the file to be attached, and click the "Add” button.
Alternatively, you may indicate that the document will be faxed by selecting
the file type, clicking the “will fax this item” checkbox and clicking the "Add™
button.
[[Ext | [ save&Exit | [ Save&Continue |

You may also choose the
Will Fax This Item option.

Select the Will Fax This
Item check box below the
Choose File button.

Press the Add button to
complete the transaction.

Make sure the Will Fax
message appears in brackets
in the Attachments column.

CIS Termination Form
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12. Including Remarks

‘@00

Change In Status - MyGW - The George Washington University Web Portal

_. @ 8https://abeI.imag.gwu.edu:443/mod/cis/dsp_step4_form.cfm

© 2lQ-~ Google

You may wish to include
remarks as well by clicking on

Eﬂ GWv. Justinv

MAIN MENU
Employee Active Employee Attachme Levels of
Information Position Termination & Remark Approval &

Information information Notifications

STEP 4: ATTACHMENTS AND REMARKS

Please select applicable remarks and upload any relevant attachments.

Name: Battersby, Janice

Approval Status: New

Last Paid Date: 03/12/2005

Remarks

[ Needs security escort

Employee will return as a subcontractor.

00 much travel

~ )
- E Employee gave two or more weeks notice

Att; ents

/ Leave Record

-File or Fax Needed-

Resignation Letter

-File or Fax Needed-

Delete Checked Items

Attach New File:
Type [E

File (Choose File ) no file selected
Print Fax e merToT—
Cover

To attach a document, select file type from the drop down list, browse to
the file to be attached, and click the "Add” button.

or, [ will fax this item

Alternatively, you may indicate that the document will be faxed by selecting
the file type, clicking the “will fax this item” checkbox and clicking the "Add™
button.

[(Ext | [ savesExit |

Save & Continue _|

A

the check box next to the
appropriate remark. Human
Resources is responsible for
the maintenance of the list of
remarks.

_— Again, be sure to click Save
& Continue before you
proceed.

CIS Termination Form

10/07/2005 Page 13

www.gwu.edu/~banner

@GW



13. Using the Print Fax Cover Option

Change In Status - MyGW - The George Washington University Web Portal

€ https://abel.imag.gwu.edu:443/mod/cis/dsp_step4_form.cfm

© 2{Q-~ Google

M GWv Justinv

MAIN MENU

Employee Active Employee
Information Position Termination

Information Information

hme Levels of
Approval &
Notifications

STEP 4: ATTACHMENTS AND REMARKS

Please select applicable remarks and upload any relevant attachments.

Name: Battersby, Janice

Approval Status: New

Last Paid Date: 03/12/2005

Remarks

[ Needs security escort

Employee will return as a subcontractor.

_! Employee indicates that the job reguires too much travel

! Employee gave two or more weeks notice

Attachments

Leave Record

-File or Fax Needed-

Resignation Letter

-File or Fax Meeded-

Delete Checked Items

Attach New File:

(Choose File ) no file selected
or, [ will fax this item

To attach a dg€ument, select file type from the drop down list, browse to
ttached, and click the "Add” button.

Alternatively, you may indicate that the document will be faxed by selecting
the file type, clicking the “will fax this item” checkbox and clicking the "Add™
button.

[[Ext | [ save&Exit | [ Save&Continue |

Change In Status - MyGW - The George Washington University Web Portal

8 https://abel.imag.gwu.edu:443/mod/cis/dsp_fax_view.cfm

a/Q~ Google

FAX

Print this Page

To: Human Resources Department From: Brewer, Joe

Fax: 202-694-9381 Phone: 202-984-8758

Phone: 202-994-9840 Date: October 7, 2005

Re: Change in Status: Attachments for Battersby, Janice

Effective Date of Change Date Prepared I Last Paid Date |Approval Status
08/27/2008 10/07/2005 03/12/2005 New

Name: Last, First MI

Termination Number
232 Battersby, Janice

Employee Class Description Termination Date Last Work Date
$3 - UV Staff - Non-Exempt - RFT 06/27/2006 06/27/2006
Home Orgn Code/Description Campus Address
152701 ADMINISTRATION-MUSIC Administration-Music

801 22nd Street NW Room B141

Washington DC 20052

Print Fax Cover will create
a fax cover sheet with the
needed information. (See
screen shot below).

Using the Print Fax Cover
feature will produce a
printable record.

CIS Termination Form
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14. Step 5 — Approval and Notification Assignment

}’ 0006 Change In Status - MyGW - The George Washington University Web Portal

2 _@hltps://abeI.imag.gwu.edu:443/mod/cis/dsp_s!eps_form.cfm

© 2/Q-~ Google

0 GWv Justinv

MAIN MENU

Employee Active Employee Attachments Le
Information Position Termination & Remarks proval &
Information Information Notificat

STEP 5: APPROVAL AND NOTIFICATION ASSIGNMENT

Please Review and print the termination form. After review, please select the appropriate approvers, and select any other opti
parties that need to be notified of this termination.

Name: Baldwin, Francesca

Approval Status: New/tmDam: 02/28/2005

Initiator Name: Brewer, Joe Phone: 202-894-8758

Net Id: jprewer

: piintable version of the completed Change in Status Form.

Position: 103258-00 Uv Faculty Regular ECLS:F2 Job Type: Primary Status: New

Approval Group 1: Approval Group 2:

1. Supervisor Approval (Please select a valid alternate supervisor for approval since therg e efault value.)
Use default Net ID: @gwu.edu @ Use alternate (et ID: @gwu.edu
2. VP/Dean Approval (at least one approver required for University faculty positions)

14 B
Select Notifications
Individual T @gwuedu
University Budget Office: mrﬂ (required)
HR Departmental: e
VP/Dean: [ ﬂ
[Ext | [ save&Ext | [ Submit

Step 5 requires that you
notify the appropriate
approvers for the termination
transaction.

Use the View button to print
a copy of the CIS
Termination form for your
records.

A supervisor approval is
required for those positions
that report to another
position. “The reports to”
supervisor Net ID will default
into the first Supervisor
Approval Field. If there is no
one currently in the “reports
to” position an Alternate Net
ID will be required.

One way to simply notify the
supervisor of the termination
would be for the initiator to
enter his/her own Net ID into
the Alternate Net ID field.

CIS Termination Form
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Change In Status - MyGW - The George Washington University Web Portal

- @ Ghttps //abel.imag.gwu.edu:443/mod/cis/dsp_step5_form.cfm © 2{Q-~ Google

GWv Justinv

MAIN MENU
Employee Active Employee Attachments
Information Position Termination & Remarks

Information Information
STEP 5: APPROVAL AND NOTIFICATION ASSIGNMENT

Please Review and print the termination form. After review, please select the appropriate approvers, and select any other agtional
parties that need to be notified of this termination.

Name: Baldwin, Francesca Approval Status: New Last Paid Date: 02/2¢ 5

Initiator Name: Brewer, Joe Phone: 202-994-8758 Net Id: jbrewer

a printable version of the completed Change in Status Form.

Position: 103258-00 Uv Faculty Regular ECLS:F2 Job Typo%mary Status: New
1. Supervisor Approval (Please select a valid alternate supervisor for apy al since there is no default value.)

Use alternate Net ID: @gwu.edu

Use default Net ID: @gwu.edu

wersity faculty positions)
Approval Group 2:

2. VP/Dean Approval (at least one approver required for

an - School of Business
Dean - School of Engineering and Applied Sciences
Dean - Columbian College

VP - 1S5

Dean - Honors
Dean - Education
Dean - Law

Medical Center

[Ext | [ save&Ext | [ Submit

0006 Change In Status - MyGW - The George Washington University Web Portal

- @ - Ghttps //abel.imag.gwu. edh 443 /mod/cis/dsp_step5_form.cfm © 1 Qr Google

MAIN MENU

Employee Active Employee Attachments
Information Position Termination & Remarks
Information Information

STEP 5: APPROVAL AND NOTIFICATION ASSIGNMENT

Please Review and print the termination form. After review, please select the appropriate approvers, and select any other optional
parties that need to be notified of this termination.

Name: Baldwin, Francesca Approval Status: New Last Paid Date: 02/28/2005
Initiator Name: Brewer, Joe Phone: 202-994-8758 Net Id:jyé

a printable version of the completed Change in Status Form.

Position: 103258-00 Uv Faculty Regular ECLS:F2 Job Type: Primary Status: New
1. Supervisor Approval (Please select a valid alternate supervisor for approval since there is no default valuprj

Use default Net ID: @gwu.edu 6 Use alternate Net ID: @gwu.edu

2. VP/Dean Approval (at least one approver required for University faculty positions)
Approval Group 1: Approval Group 4

——
| St Notifications N
1 e ™

/ Individual: jmass @gwu.edu

University Budget Office: | University Budget Office 3 (required)
HR Departmental: ISS Human Resources 9‘

VP/Dean: VP - ISS 9

N
Exit Submit /

N

If you'll need approval from a
Dean or VP, use the drop
down menu provided to route
it to the correct person.

A Dean or VP Approval is only
required for University
Faculty. Other departments
may choose to make this field
required due to their
procedures.

You may also elect to have
notifications sent to other
individuals or groups using
the Select Notifications
feature at the bottom of the

/ screen.

CIS Termination Form
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1/6 06 Change In Status - MyGW - The George Washington University Web Portal
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© 2/Q- Google

B‘]

. [ GWv Justinv

MAIN MENU
Employee Active Employee Attachments Lovels of
Information Position Termination & Remarks Approval &

Information Information Notificat

STEP 5: APPROVAL AND NOTIFICATION ASSIGNMENT

parties that need to be notified of this termination.

Please Review and print the termination form. After review, please select the appropriate approvers, and select any other optitnal

Name: Baldwin, Francesca Approval Status: New Last Paid Date: 02/28/200

Initiator Name: Brewer, Joe Phone: 202-894-8758

Net Id: jprewer

a printable version of the completed Change in Status Form.

Position: 103258-00 Uv Faculty Regular ECLS:F2 Job Type: Primary Status: New

1. Supervisor Approval (Please select a valid alternate supervisor for approval sincgfiere is no default value.)

Use default Net ID: @gwu.edu rnate Net ID: @gwu.edu

Approval Group 1:

9
Select Notifications
Individual:
University Budget Office: " Universit Udget Office |#] (required)
HR Departmental:
VP/Dean: =3
P
[Exit § [ savesExt | [J Submit
15. Options after CIS Submission
KO ® Change In Status - MyGW - The George Washington University Web Portal a
© 2/Q~ Google 3 i

'
; €3 https://abel.imag.gwu.edu:443/mod/cis/dsp_main_menu.cfm
Em

GWv Justinv

reate a Termination Form
Open Saved Termination Forms
Re-open Rejected Termination Forms

Reference Materials
Termination Training Manual

When you've completed the
CIS Terminations Form, be
sure to click the Save & Exit
button to complete your
transaction.

Pressing Save & Exit will
end your CIS Termination
session and return you to the
main menu. Save & Exit will
allow you to save the form to
return to later for
modifications.

By pressing Submit the form
will enter workflow for the
approval and completion
process. You will not be able
to modify the form unless it is
rejected by one of the
approvers.

After completing the CIS
Termination Form, you will be
returned to the CIS Main
Menu.

From the Main Menu screen
you have the option to view
Saved, Rejected, or
Submitted/Approved
Termination Forms by
selecting the appropriate link
under the Terminations
menu.

See the screen shots below
for examples of each.

CIS Termination Form
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866

Change In Status - MyGW - The George Washington University Web Portal

MAIN MENU

FORMS

Form Effective
D Date

311 10/20/2005
303 10/28/2005
302 10/28/2005
299 10/28/2005

Sort By: | Date Prepared R4

gr’e‘;amd Home Orgn Name: Last, First Ml Delete?
10/20/2005 ADMINISTRATION-MUSIC Mevyer, Geoffrey | i
10/18/2005 UNIVERSITY BUDGET OFFICE Clemens, Lacey | I
10/18/2005 DEPARTMENT OF HEALTH POLICY Ravage, Jackson E I
10/18/2005 ADMINISTRATION-EVENT PLANNING Hawthorn, Cassie B I

866

Delete Checked Items

Change In Stat

us - MyGW - The George Washington University Web Portal

N

MAIN MENU

REJECTED FORMS

Filter Forms By: | = _Apply Fiter | _ Clear Fitter_|

Sort By: | Date Prepared >
Form Effective Date < View
D Date Prepared Home Orgn Name: Last, First MI Form Status History
272 10/27/2005 10/17/2005 ADMIN- SLAVIC Baldwin, Francesca Termination Approvals In
LANGUAGE & LITURATURE Progress

Open Saved Termination
Forms.

You can return to complete
saved forms from a previous
session.

Rejected Forms

You can view forms that you
submitted for termination
that were rejected by the
approver.

CIS Termination

Form
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866

> g

MAIN MENU

Change In Status - MyGW - The George Washington University Web Portal

O

SUBMITTED AND APPROVED FORMS

Filter Forms By: |

= |

Apply Filter | _Clear fltee H——"|

Sort By: | Date Prepared

Form Effective Date
1D Date Prepared

Home Orgn

283 10/28/2005 10/17/2005 ADMINISTRATION- ART

272 10/27/2005 10/17/2005 ADMIN- SLAVIC
LANGUAGE & LITURATURE

226  12/25/2005 10/06/2005 ADMINISTRATION- MUSIC Battersby, Janice

s Djfplay pleted Forms

Name: Last, First MI

Keung, Tylene A
Baldwin, Francesca

224  12/25/2005 10/08/2005 ADMINISTRATION- MUSIC Battersby, Janice

View
History

Form Status
Approved

Termination Approvals,
Reggress
Termination Approvals In
Progress
Termination Approvals In
Progress

866

> g

Notifications Summary

|Change in Status Form

Change in Status Form - Main Menu

Subject

| view

Notifications - MyGW - The Ceorge Washington University Web Portal
2\ (T
fn)

Termination approval needed for Francesca Baldwin - 183683 Uv Faculty Administrators

Begin Date Due Date
October 17, 2005 October 18,
2005

® 2005, The George Washington Universi

ity
2121 Eye St, NW; Washington, DC 20052 Phone: (202) 994-GWGW (4949)

Site Maintained by IMAG | Text-Only

L

Submitted / Approved
Forms

You can view the termination
forms that you submitted for
approval.

If you check this checkbox
Completed forms will
appear as well.

You can check the status of
each form and view the
history of the submission as
well.

Notifications

In Notifications you can view
pending terminations that
need your approval.

CIS Termination Form

10/07/2005 Page 19

www.gwu.edu/~banner

@GW






