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How a Pl or Manager Submits a Terminate Employee
Request

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

2. In the OneRF landing page, type Terminate Employee @ in the search bar. Then
click on the Terminate Employee @. A pop-up Terminate Employee window will
open shown in Figure 2 below.
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3. Click on the Menu © bar and choose My Team @. A drop-down menu with the
employees will open to choose from ©. After choosing an employee, click OK G.

Terminate Employee H X

Employee * | Fearch e :

Search by Manager or Organization %
Mame

Employee by Location Hierarchy b

My Team @ S

e

Aarkieva Smith
. a RF Research Assistant - H | 5252

~ Albus Dumbledore —
e Administrative Assistant - H | 5232 e

Britney Spears —
RF Research Assistant-H | 232 =

®

Figure 2

Claire Danes P
RF Postdoctoral Fellow - 5| S252 e

00—

Derek Jeter —

@ RF Research Assistant-H | 5252 i

If_\l
)
P Donna Summers  _ =
et MIS/IT Aide - H | 5252 —
) Drake Canada -
s ISS Counselor/Coach/CaseWaorker - H | 5252 b

N —



One R~

One System. One Foundation.

4. Reason O, click the Pencil Icon @ to edit. A Search bar will open, click the Menu
bars ©. Click Involuntary @, choose Involuntary — End of Appointment ©. Click on
the Check mark ® when completed to save edits. Details @, click the Pencil Icon ©
to edit dates. Click on the Check mark ©® when completed to save edits. Follow the
same edit steps for the rest.

Eligibility, when terminating an employee, you will be asked to indicate whether the
individual is Eligible for Rehire.
o Select Yes @, if the employee may return to work at RFCUNY in the future.

e Select No @, only if the employee should not be rehired under any

circumstances.
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Important

Choosing No permanently prevents the employee from being rehired by RFCUNY. This
option should be used only in cases of severe performance, conduct, or
compliance issues.

For routine terminations (end of appointment, funding ended, project ended, student
returning next semester, etc.), you should select Yes.

5. Choose Position Details ® as shown in Figure 3 on Page 2

6. Then click Submit ® as shown in Figure 3 on Page 2.

A You have submitted @ banner will appear as shown in Figure 3 below.

The steps for this process will be routed to the Grant Officer, then the HR Partner, then
Grant Manager/Assistant Grant Manager for approval.

Please Note: If it is not a GO driven campus, the route will go to HR Partner, then
Grant Manager/Assistant Grant Manager for approval.

ﬁ Q) terminate empl ®
e | ®
G o You have submitted @ b (
Olivia E]
View Details e
Graduate Research Assistant - H —
Actions ) \ Change|
_ Job History 5

|/5€-\|

NEDS
it View All Opri{

Edit

Figure 4



