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Introduction 

The Employee Separation workflow allows departments to report the departure of an employee.  

The department can indicate whether the employee should be removed from the University or a 

specific position.  The workflow will allow the department to indicate whether the separation is 

an urgent departure.   

After Human Resources acknowledges the notice of the departure, the appropriate departments 

are informed and make preparation for separating the employee from the University or specified 

position.  There are opportunities to cancel the separation.  However, the department must 

contact HR to cancel the request prior to the effective separation date.   

Submitting the Request 

The Employee Separation workflow must be submitted prior to the termination of the employee.  

1. Log into the Human Resources Banner Web Form Portal

Figure 1 Human Resources Banner Web Form Portal 

Username: Ram Id 

Password: Single Sign On password 

https://ramweb.wssu.edu/separationworkflow/login
https://ramweb.wssu.edu/separationworkflow/login
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2. Select Submit New Request 
 

 
Figure 2  HR Banner Web form portal page 

3. Select Employee Separation  

 
 

There three are steps to complete the Web form  

Step 1 – Manager Information 

Enter the manager’s banner id then press tab and the manager’s 

information will populate.   

Click Next 
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Step 2 – Separating Employee Information 

Enter the employee banner id, press tab,  

a. Select the Employee Status from the drop-down options.  

b. Click Next 
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Figure 3 Specific Position non-urgent request 

  Step 3 – Separation information  

a. Select the type of separation (Specific Position or WSSU) 

b. Select the specific position (if separating from a specific position) 

c. Select Urgent option (Yes or No) 

• If the employee needs to be removed by close of business 

day, then select Yes  

• If the employee is not being removed by close of business 

day, then select No 

d. Select the separation reason from the drop-down option 

e. Select Separation Date information 

• For non-urgent select the dates (effective, last physical 

report, access/system removal) 

• For urgent select the effective date (the last physical report 

date and access/system removal date will be the same as the 

effective date) 

f. Select Specific time to remove separating employee 

g. Type comments for Human Resources or Faculty Affairs (optional) 

h. Click Submit 

 

Note: Employees will receive an email from HR to complete an exit interview and all exit processes for 

all non-urgent requests. 
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Figure 4 Specific Position urgent request 

 

 

 
Figure 5 WSSU Separation Non-Urgent request 
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Figure 6 WSSU Separation Urgent request 




