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How a PI or Manager Ends Job 
 

1. Log in to OneRF using your ID and Password. 
 

2. In the OneRF landing page, type End Job  in the search bar. Then click on the End 
Job . A pop-up End Job will open shown in Figure 2 below.  

 

 

  

 

 

 

 

 

3. Click on the Menu bars Icon  and choose an employee. Click OK . This will open 
a End Job window shown in Figure 3 on Page 2.  
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4. Click in the box of chosen Employee , then click OK . This will open Terminate 
Employee information window  shown in Figure 4 below.  
 
Enter all required information with the red asterisk . Then, click OK . Figure 5 on 
Page 3 will appear.  
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5. A You Have Submitted window will appear shown in Figure 5 below.  
Click Done , this will take you back to the home screen.  

 

 

 

 

 

 

 

Please Note: If the employee has multiple positions this step is routed to the HR 
Partner (Currently Campus Coordinator) will have to switch the primary job. 
 
Once the HR Partner approves, the Grant Manager/Assistant Grant Manager has to 
approve. 
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 Figure 5 

 


