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How To Enter Your Resignation or Retirement

Select the Me tab

My Team

QUICK ACTIONS

Hire an Employee

Select Personal Information

Select Employment Info
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Personal
Information

Personal Details

Details about yourself, such as name,
date of birth, marital status, and national
identifier.

Contact Info

Add or update ways you can be reached,
such as phone, email, and address.

Checklist Tasks

®

Brazos Learning Benefits

Document Records

Manage your document records and
associated attachments, such as birth
and marriage certificates, awards, and
recognition.

Family and Emergency
Contacts

Add family and friends to contact in case
of emergency.

My Client Groups
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Time and
Absences
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Current Jobs

Identification Info

View and edit your passport, driver
license, visa, and citizenship info.

Employment Info

Details about your assignment, such as
legal employer, business unit,
department, and location.



5. Select the Actions drop down box, then select Resignation

Change Location

Direct Reports
Resignation
Seniority Dates

Termination

6. Fill out the Resignation Date and select the appropriate Way to Submit the
Resignation (Resignation, Retirement, etc).

ﬁ When and Why

When is the resignation notification date? *What's the way to submit the resignation?
4/20/2021 [
*When is the resignation date? Action
4/20/2021 T
© Resignation

Retirement

Terminate Placement

Termination

~

(2) Enter Resignation Info

(3) Comments and Attachments

7. Click Submit. This will send your Separation to your Line Manager.

Be sure to submit your timecard!

HR cannot approve your separation until your timecard is submitted and
approved



