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(DEPARTMENT CHECKLIST)

Online Documents Must be Processed Prior to the Deadline Outlined in DHRS Bulletin Board

	Employee’s Name: 
	     
	Employee’s C #: 
	     

	 FORMCHECKBOX 
 Exempt 

 FORMCHECKBOX 
 Non-Exempt


Note: A DHRS Document with the same effective date of another document in the same pay period that has not yet been paid will override the previous document.

Required:
1.  FORMCHECKBOX 
  Employee’s Clearance Checklist must be processed and forwarded to Check Distribution. 

2.  FORMCHECKBOX 
  Layoff letter forwarded to Human Resources.
Verify Information:

3.  FORMCHECKBOX 
  Please confirm that this is a layoff by referring to the layoff letter and to the appropriate Layoff Policy in www.miami.edu/hr-policies.
4.  FORMCHECKBOX 
  Employee’s Clearance Checklist must be processed and forwarded to Check Distribution.

5.  FORMCHECKBOX 

Verify document in DHRS is processed using the correct document type (“LAYOFF”)
6.  FORMCHECKBOX 
 Verify probationary period has been completed before entering terminal vacation (NON-EXEMPT: 3 months, EXEMPT: 6 months).
7. a)   FORMCHECKBOX 
 NON-EXEMPT – Final timesheet has been paid in previous pay period.
       b)  FORMCHECKBOX 
 EXEMPT – Total amount of vacation days accrual to be included in online submission.
Input Online Document:

8.  FORMCHECKBOX 
 From DOCUMENT SUBMISSION MENU – select “LAYOFF” –  click on NEXT.
9.  FORMCHECKBOX 
 Input UM ID #, click RETRIEVE.
10.  FORMCHECKBOX 
 Verify Employee Name and UM ID – click on NEXT.
11.  FORMCHECKBOX 
 Select Layoff Reason from the pull down menu according to department layoff letter.
12.  FORMCHECKBOX 
 Select Layoff date (for A03/A05 beginning of current pay period if effective layoff date on previous pay period).
13.  FORMCHECKBOX 
 Select last work date (for A03/A05 must be on a previous pay period).
14.  FORMCHECKBOX 
 On the remarks field input sick/vacation/floaters accrued balance (for A01 only) or any relevant information ie. Severance pay information – click on NEXT.
15.  FORMCHECKBOX 
 Verify layoff address messages – update if applicable – click on NEXT.
16.  FORMCHECKBOX 
  Verify Earnings Code – 200 terminal vacation.
17.  FORMCHECKBOX 
  Input # of vacation days accrued balance (for A01’s only, ENSURE TERMINAL VACATION PAY IS IN A CURRENT OR FUTURE PAY PERIOD (for A03/A05 will default).
18.  FORMCHECKBOX 
  If employee has a regular/teaching overload assignment crossing the separation date, follow the link for instructions: https://www6.miami.edu/hr2/SeparationPlusvacationcbl/
19.  FORMCHECKBOX 
 If entitled to Severance Pay must follow the Layoff Policy http://www.miami.edu/UMH/CDA/UMH_Main/1,1770,13610-1,00.htm; click on NEW ASSIGNMENT; select EARNINGS CODE 780 from the drop down menu. Verify START/STOP DATES; tab down to input ACCOUNT #; click on VALIDATE/CALCULATE.

20.  FORMCHECKBOX 
  Click on SUBMIT DOC.
21.  FORMCHECKBOX 
  Contact the HR Liaison for your area to remove the employee from the Halogen eAppraisal System, as appropriate.
22.  FORMCHECKBOX 
  Verify and notify departmental pending approvers.
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� Documents processed after the deadline may not get approved in time for the final payroll run.  
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