Quick Reference Guide:
WaveWorks: Employee Separation Process mgxs\yxg';!si‘
(Line Manager and HR Department Administrator)

Purpose:

This Quick Reference Guide (QRG) provides step-by-step guidance on how to separate/terminate
a direct report in WaveWorks as a line manager or a HR Department Administrator.

Note: As of June 2026, the Revoke User Access option is not currently available. If user access
must be disabled immediately upon separation, please complete the Separation Access Request
Form.

Step-by-Step:
1. Sign into WaveWorks home page Good evening, Gu Cooper
USing Single Sigl’l-on (SSO). Me My Team My Client Groups Help Desk Procurement Tools Others
M PersonalOel - -
' o i C] [}
M £ C] iz 1]
o
G Q
&y evgivie Jobs
S Monoge wyUser +
Good afternoon, Beaton Limbaugh
Me My Team My Client Groups Help Desk Projects G|
2. Navigate to My Teams (for Line
Managers) or My Client Groups 5.
(for HR Department - ‘ -
Administrators) and select Show B nad overTme cors
More. [ [ p—
B employment info o5
Note: the following steps are the same . ) "?‘ . "—[ol
whether you are a Line Manager or a HR 1§ Froe Contr Evaiatons
Department Administrator. S/ Transter
B change Manager @ _|_

Team Skills
B change Location Center

Show More

Things to Finish
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Good afternoon, Beaton Limbaugh

Me My Team My Client Groups Help Desk Projects General Accounting Procurement My Enterprise >
4 Show Less
3. Select Terminate Employment. Emsioment
B Alocate Checkiists &/ Change Assignment B change Location B change Manager
g Change Working Hours E’ Create Survey i/ Direct Reports 2/ Eligible Jobs
B employee summary B employmentinfo &/ Employment Start Dates 84 Femily and Emergency Contacts

1§ Promote B seniority Dates &/ Terminate Employment &/ Transter

< Terminate Employment

Q. Search by Name, Busines Tie, Werk Erat o Person Nurmbes

4. Search for and select your direct - e =
report or department employee by -

clicking on their name.

Terminste Empioyment

Info to include
et

5. Complete the required
separation information. To add
comments or attachments for
the approver, -
turn On the Comments and
Attachments toggle.

Terminate Employment

Click Continue to proceed to
the next step.

Info to include

Ronny Choice, Nurse Manager

Comments and attachments

Add additional comments and attachments
for approver.

@
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6. Add dates of separation, and
work relationship information,
termination details. Click
Continue.

Terminate Employment

:lef When and why

Ronny Choice, Nurse Manager

© Information X

Teminaton Noticaton ate Termiation Date
04/03/2026 =] 04/03/2026 =]

® Work relationship

Tulane University

Action Name & Action Code

Death DEATH Project Dept 7 Info to include

Involuntary Termination  INVOLUNTARY_TERMINATION

Resignation RESIGNATION

Retirement RETIREMENT

Termination Type
Voluntary

Seniority dates

== Need help? Contact us.

7. Note: if you enter in
Termination Type as
voluntary, the employee will be
able to view their termination
details.

© Information

The employee can see their termination details when the termination type is voluntary.

8. In the Work Relationship
Termination Info section,
complete all necessary fields.
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Terminate Employment

IN' Work relationship termination info

Avik Hegde, Student Administrative Aide 2 - School of Business - Burkenroad Reports

WaveWorks

TRANSFORMATION IN MOTION

Revoke User Access - Recommended for Rehire
After termination Not Specified

. . Assignment Status Post Termination
Recommendation Authorized By Inactive - Payroll Eligible

Last Working Day
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9. Important: In the Assignment
Status Post Termination
field, be sure to select
Inactive — Payroll Eligible

(TU_INACTIVE_PROCESS).

This status ensures any final
payments can be processed.

Do not use

Inactive — No Payroll
(INACTIVE_NO_PROCESS), as
it prevents the employee from
receiving any payments after the
termination is processed.

TRANSFORMATION IN MOTION

INER Work relationship termination info

Avik Hegde, Student Administrative Aide 2 - School of Business - Burkenroad Reports

Revoke User Access Y Recommended for Rehire -
After termination Not Specified

. . Assignment Status Post Termination
Recommendation Authorized By Inactive - Payroll Eligible I

Last Working Day User Status ¢ Assignment Status Code

Inactive - No Pa; ROCESS

Inactive - Payroll Eligible TU_INACTIVE_PROCESS

10.Add any documents,
attachments, and comments* as
needed. You can also use Al
Assist to generate comments by
clicking Generate. Be sure to
click Save Comment.

*For voluntary terminations,
enter your department name in
the comments field to ensure it
is included in automated email
notifications.

Click Continue when finished.

Terminate Employment
:le¢ Comments and attachments
Ronny Choice, Nurse Manager

Enter text to generatea justfcation
Employee will resign on 4/3/26.

Comment ts

} am processing Ronny Choice’s resignation, effective April 3, 2026. This decision was made due to their
dissatisfaction with their current pay, and | have accepted their request to terminate their employment on the

aforementioned date.

236/2000

Save Comment :
Info to include

Drag and Drop When and why
Select or drop files here.

Work relationship termination info
URL Add URL

‘Comments and attachments
Screenshot 2026-04-01 at
B  11303PMpng Last updated on 04/01/2026 o

Seniority dates

Need help? Contact us.

11.Review the sections for
Seniority Dates and
available HR Business
Partner contact information,
then click Submit to start the
approval workflow for the
separation/termination of your
direct report or department
employee.
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Terminate Employment
:tell Need help? Contact us.
Ronny Chice, Nurse Manager
Sondimal-tst-discard@orace om
sendmaitest-discard@oraclecom
Ximena Byrd 1-504-3163902605
sendmit-test-disca d@oraciecom
USWAH Derasaro 1:504-6677026881
sendmaiest-discard@oradlecom
Zakiya Al 1:504-4840726952
sendmaitest-discard@oraclecom
Moharmad Motid Oriano 1:504-5627202650 Infotoindude
o sendmai-test-discard@oraclecom When and why
ines Bass 1:504-2390202604
Work elationship termination nfo
[ )= sendmailest-discard@oraclecom
Comments and atachments
&5 sendmail-test-discard@orace com
Evens Sundaram 1-504-4062006292 Seniority dates.
~ [es——
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