[bookmark: _GoBack]Job Aide- Change in Status 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 – 
· Leave Record, 
· Resignation Letter and/or Letter to Employee
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1. Getting to the new CIS Termination Form

ane R —————] Log into the myGW portal.
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R from the tab menu at the top
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2. Locating HR Forms.
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Under the HR Forms section
in the right hand column,
select Change In Status —
Terminations. This wil take
You to the new CIS
Terminations Form.

NOTE: If you do not see the
form i the list provided, you
can locate CIS by selecting

of the list. Choosing More
will give you a full list of HR
Forms.
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