
Terminations
Terminating Active Employees without an Active Job

1 AU Access Employee Tab -> Self Service2
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Employee Tab -> 
Electronic 
Personnel Action 
Forms

New EPAF

Description: Terminating the active PEAEMPL (employee) record when NBAJOBS (job) record is empty 

5 Enter the Banner 
ID number

Query Date – Will 
Default to Today’s Date 
**TIP Use the beginning 
of TIME 10/05/2005 –
this date will bring the 
entire job history**

Approval Category –
Termination - TERMEE

6 Go
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Submit and please check for errors!

8 Enter the following: 

1. Find the LAST Paid 
Date

2. Job Effective Date = 
LAST PAID DATE

3. Job Change Reason = 
SELECT REASON (i.e. 
AGEND)

4. Term Reason Code = 
SELECT REASON (i.e. 
Voluntary)

5. Termination Date = 
LAST PAID DATE

Please verify your Approval 
Levels before submitting.  
Approvals may vary by 
department.

Save the EPAF

7 Select the Last Paid Active Job 
-> Go 
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