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JOB TERMINATION EPAF  
 

This ePAF is used when you are terminating an employee from their position.   

To access ePAFs, you must be able to log onto the Self Service Center (SSC) using your University ID 

number and secure PIN.  SSC can be found by navigating to 

http://www.hartford.edu/selfserve/default.aspx.  The ePAF menu is found on the Employee tab. 

 

 

1. Enter your User ID and  
PIN/Password for SSC  

 

 

 

 

2. Select the Employee tab     

  

3. Select the EPAFs link from the menu   

 

 

4. Select New EPAF.  Enter the ID# of the employee & Query Date.  Query Date can be left as 
the default date.  Select the appropriate Approval category from the list.  In this case, 
Terminate Existing Job, JBTERM.  Click Go. 
 

      

http://www.hartford.edu/selfserve/default.aspx


5. Select the position number for the position the employee will no longer work.  Click Go. 

 
 

6. Enter the personnel data making sure that all fields denoted with * are completed. 
Definitions for each entry follows below and on next page. 

 

Job Effective Date: MM/DD/YYYY – This is the last day the employee will work. 
  
Personnel Date: MM/DD/YYYY – This is the last day the employee will work. 
 
Job Status – This code will be pre-populated and cannot be changed. 

 

Job Change Reason – This code will be pre-populated and defaults to a Voluntary 
Termination, which is used for faculty and staff leaving their jobs.  JBEND, Job End is used 
when terminating student and/or temporary staff positions. 

 

Supervisor ID – This field should be left blank. 

 

 

 

 



7. The routing queue will default to the user names previously established if you followed 
Information to Gather section.  If you want to enter default routing queues, go to Routing 
Queues for instructions. 

 

8. . Click ‘Save’ located below the comment box.  

Note: Once the ePAF has been saved a message will be displayed at the top of the ePAF stating 
either that the ePAF has been successfully saved or that there are errors. Errors prevent you 
from submitting the ePAF, correct the errors before continuing. For a list detailing definitions 
of errors, click here. 

 

http://www.hartford.edu/hrd/files/pdf-new/ePAF/Information%20to%20Gather.pdf
http://www.hartford.edu/hrd/files/pdf-new/ePAF/ePAF%20Routing%20Queue%20Manual.pdf
http://www.hartford.edu/hrd/files/pdf-new/ePAF/ePAF%20Routing%20Queue%20Manual.pdf
http://www.hartford.edu/hrd/files/pdf-new/ePAF/Caution,%20Warning%20and%20Error%20Messages.pdf


9. You MUST click SUBMIT to complete your ePAF. 

 

Once the ePAF has been successfully submitted the Transaction Status changes from ‘Waiting’ to 

‘Pending’. Your ePAF has now been placed in the queue for approval. Take note of the Transaction # 

so you can follow where in the process the ePAF is.  See how to check Status of an ePAF HERE. 

 

 

http://www.hartford.edu/hrd/files/pdf-new/ePAF/Checking%20Status%20and%20Corrections.pdf

