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Business Process Description

Use this procedure to locate which employees were terminated in an organization for a given time period.

Trigger

e Perform this procedure when you need to find terminated employees in an organization within a
specific time period.

Prerequisites
o Employee has been terminated in DAI

Responsibilities
¢ HR CSR DoDEA

Menu Path
Use the following menu path(s) to begin this task:

e View - Lists & Assignment Folder
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1. |Start the task using the responsibility and menu path to open the Assignment Folder form.
e Responsibility: HR CSR DoDEA
e Menu Path: View = Lists > Assignment Folder

4¥ Navigator - HR CSR DoDEA

N oo

View:Lists:Assignment Folder

Assignment Folder

+ People
+ FastPath
- View
+ Histories =)
- Lists —l
People Folder

gnment Folder

People by Assignment
Assignments
Workforce by Organization
Employees by Element
People by Special Information
Employee Accruals
Employee Balances
System Messages
DAl Tour of Duty
Default Project and Task
+ Process and Reports

[0t [ ®] [o ]+

Top Ten List
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OTL Find Terminated Employees in an Organization




Instructions

Find Terminated Employees in an Organization Work Bﬂf

Defense Agencies Initiative

3

Full Name

4

Assignments
Current Past * Both

Type Assignment Number Title ||Last Name

|»

2. Assignments: Select Both and press F11 to enter query mode. (Fields will turn blue in query mode).
o
Assignments
Current Past * Both
=
Full Name Type Assignment Number Title |/ Last Name First Name Applicant Number Paosition
l Ex-employee

4

3. Type — In the Type field, enter “Ex-employee.”
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:IlOrganization ||F’ayro|l ||Reason ||Salar§.r Basis ||Assignment Category

| | | |
| | | |

BN | | | |
_FQ/) | | | |
| | | |

4. |Organization — In the Organization field, enter the Organization (School, DSO, etc.) that you are researching.

Eile Edit Yiew Folder Tools Window Help OR.

(PO &SP ARDHEL LB % BIF 2

© Assignments Folder

Assignments
© Current © Past * Both
&
Full Name Type Assignment Number Last Name First Name Applicant Number | Position Grade Ladder Grade Status ”
| Ex-employee ’7 TP.CB P-Date of Separ [
Ex-employee ’7 GS.04 P-Date of Separ [
Ex-employee ] P.CcD P-Date of Sepa |
Ex-employee ] GS.04 P-Date of Separ |
Exemployee ] TPAA P-Date of Separ |
- I

5. Press CTRL+F11 to execute the search. This will show all Ex-employees within that Organization.
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5| Oracle Applications

4 New
! Open
Save

Save and Proceed
Next Step

it View Folder Tools

foplications

gnments
rrent C Past @« Both

HType ] Assignment Number Last Name |First Name ]Applicant Number ] Position |
[Ex»employee
lEx»emponee

‘Ex-employee
[Ex-employee
’Ex»employee

PPN

To sort the results, click File and Export.
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‘ﬁj % cut
~— Gacopy-

&= fnd_gfm_40439933[1].tsv - Microsoft Excel

Inset  Pagelayout  Formulas  Data  Review  View  Acrobat
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Clipboard = Font Al Alignment Al Number 5 styles cels Editing
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4] o 3 ¢ G I H 1 = K Tt T m '?"
1 Title LastName First Name  Applicant Number Position Grade Ladder Grade Status Start Date End Date Job
2] TP.CB P-Date of Separation  31-Jul-15 General Education a
3 GS.04 P-Date of Separation 14-Jun-15 Education and Traini
a| TP.CD P-Date of Separation General Education a

s GS.04 P-Date of Separation  14-Jun-15 Education and Traini
6| TP.AA P-Date of Separation 14-Jun-15 General Education a
2 TP.AA P-Date of Separation | 26-Jul-15 General Education a
8| TP.CD P-Date of Separation 14-Jun-15 General Education a

9 TP.AA P-Date of Separation 14-Jun-15 General Education ar
10 TP.AA P-Date of Separation 14-Jun-15 General Education a
n TP.AA P-Date of Separation 14-Jun-15 General Education a
12 TP.CD P-Date of Separation 14-Jun-15 General Education a

13 TP.CE P-Date of Separation  1-Jul-15 General Education a
14 GS.04 P-Date of Separation  14-Jun-15 Education and Traini
15 GS.04 P-Date of Separation  14-Jun-15 Education and Traini
16 TP.AA P-Date of Separation 14-Jun-15 General Education a

17 GS.04 P-Date of Separation  14-Jun-15 Education and Traini
18 GS.04 P-Date of Separation  14-Jun-15 Education and Traini
19 TP.CD P-Date of Separation 14-Jun-15 General Education a
20

21

2
3
pos

2

2
27

28

2
30 -
W <> | fnd_gfm_40439933(1) /¥ M« I} 20|
Ready | Average: 29-Jul-15  Count:3  Sum:26-Sep46 |[EE@ M 100% ) U (&

Bl ]s]e]

7. |Locate the person that was terminated in the given period and review their timecard.
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