How to terminate an employee in
SuccessFactors with manager
approval

This guide explains how to terminate an employee in SuccessFactors using
an approval workflow. You review the termination workflow, create a
business rule that triggers it for the termination reason "Resignation - No
Growth," and assign the rule to the Job Information Model. You then
terminate an employee, approve the request as the manager, and verify the
result.

Prerequisites
Before you begin, make sure you have the following:

e Access to the Admin Center, including Manage Organization, Pay
and Job Structures, Configure Business Rules, and Manage
Business Configuration.

* A workflow named termination wf (you review it in step 1).

e The termination reason Resignation - No Growth (TERTVTERM)
available in your system.

e Access to the profile of the employee you want to terminate.

e Permission to proxy as the employee's manager, so you can approve
the request.

Set up the termination workflow and business rule

Step 1: Review the termination workflow configuration

1. Go to the Admin Center and open Manage Organization, Pay and
Job Structures.

2. Locate the workflow named termination wf.

3. Confirm these settings:

e  Workflow ID: termination wf

¢ Name: termination wf

e Approver Role: Manager

e Context: Source

e Edit Transaction: No Edit

e No Approver Behavior: Stop the Workflow
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* Relationship to Approver: Employee
e Respect Permission: No
* Workflow Email Configuration: as set up by your organization

4. Make sure the employee's manager is the approver and that the
workflow stops if the request isn't approved.

s @ O |sf x | 5f Sucees % | sf Tite- % | Bf SuccessFactors: Home % | @ Newtab x|+ U I G
« O B https it [page: tionTable/ectFoundationTableAdminxhtm|?&_s.crb=ZzqYFIZAvki%2b%2fS6N... @  AY % ® @ |h = @ @ -~ o

)
w Admin Center ~ Search for actions or people Q e a8 Qo o
]

‘ Back to: Admin Center
| Manage Organization, Pay and Job Structures

I search: |Q NoSelecion ~ |Q MoSelecion »| Advanced Create New: '@ NoSelection |

Workflow: termination wf (termination wf) Take Action =

‘Workflow ID  termination wf
Name termination wf ()
Description
Remind In Days
Is Delegate Supported No
Alterate Workflow
Escalation

Redirect CC Users To Workfiow Approval Page  No

Step 1
Approver Type Approver Role @) Context @ Edit Transaction @ No Approver Bahavior Relationship to Approver ) Respect Permission Warkflow Email Configuration (g
Role Manager Source No Edit Step the wo.mﬁy Employee No

Contributors

No data for Contributors available or you do not have the necessary permission.

Cc Role

T #oor @ovficdEOUC fa U cam 0

= Haze

Workflow configuration screen showing the termination wf workflow with the manager
as approver and the workflow stopping if not approved

With this configuration, every termination for the specified reason requires
explicit manager approval before it is finalized.
Step 2: Open Configure Business Rules

1. Onthe SAP SuccessFactors home page, click the search bar at the
top.
2. Type configure business rule.
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3. Select Configure Business Rules from the dropdown.

2 @ O |sf x| sf e x | 5f T Xt Successfactors:Business Rules . X | () Newtab x|+ - 8 x

& X @ httpss/salesd pxif gine/pages/ruleAdminxhtmi?aL s.crb=Z2qYFIZAVKi%2b9%2IS6NT 4wl EAPUGCOHZp25vGZioMake. . PN ) ® 8 M @ R -~ O

B84
w Admin Center - Search far actians or people Q e a o @

Admin Center /
Business Rules Admin

As Of Date: Scenario: Last Modified By: Rule Type Base Object:

Go  Adapt Filters (1)

~M

| A Check “Rules are technically stable for transport and import. (RuleTransportStabilization)” found 7 open migratians. Please use the Check Tool for migation. x |
70 rules are defined as basic rules. Please use the Check Tool for migration. X
i

Business Rules (782) & i+ 2 @ @ -
Rule Name Rule ID Scenario Rule Type Base Object Last Modified By Assigned
QUM AbRs e DAL DS WIS Tl (Lbestt) jobinfo Aanya Singh (sfadmin) >

-430d- 9bb7-43bd- ’ . ; "

9431-509f4ab7f4d5 9431-509fdab7f4dS Basic (_basic) jobinfo Aanya Singh (sfadmin) >

] ey AT AMEIIan Dk (e jobinfo fanys Singh (sfadmin) >
LN BARIN: (IR ARZANIL o (basic) jobinfo Aanya Singh (sfadmin) 5

’ ; D i o ingRuleRes ; .

121 121 Basic (_basic) e s Aanya Singh (sfadmin) >

e Fs B Qs o f-cdEC U s 40 % oeam i

SAP SuccessFactors home page with the search bar open and the Configure Business
Rules option highlighted

The Business Rules Admin page opens. You can view, create, and manage
business rules here. Review the list of existing rules to confirm you are in
the right place to create a rule.

Step 3: Start a new business rule

1. Click the plus (+) icon or the option to create a new rule.
2. Enter the following values:

¢ Rule Name: termination br

¢ Rule ID: leave blank or auto-generate

e Start Date: 01/01/1900

e Rule Type: No Selection (leave the default for now)

+ Base Object: Job Information Model (recommended)
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3. Click Continue.

@ B |sf x| sf
%

&« & hitpsv/salesd Jif aine/y

fle x| 5f Tide-
uleAdminxhtmi?8L s.crb=Z2qYFIZAvKi%2b% 2SN 74wl EAPUOCOHZp2SvGZIoMake... A ® 80 ¢t @ K

A

X | 1 Successfactors: Business Rules /X | () Newtab x|+

o x

O

w Admin Center ~

Admin Center /
Business Rules Admin

As Of Date:

Scenario:

B84
Search far actions or people a g e a o @

Last Modified By: Rule Type: Base Obiject:

| & 70 rules are defined as basic rules. Please use the Check Tool for migration.

Go

~M

| & Check “Rules are technically stable for transport and import. (RuleTransportStabilization)” found 7 open migrations. Please use the Check Tool for migration.

Adapt Filters (1)

Business Rules (782)

Rule Name Rule ID
014a5724-695b-4fa3-997e-  014a5724-695b-4fa3-087e-
eodge7cf372c egdge7cf372c
Sbb7-43bd- abb7-43bd-

9431-509f4ab7f4d5 9431-509fdab7f4dS

— 111d70cc-4bda-def7-8125-  111d70cc-4bda-def7-8125-
{b730d9329ch fb730d9329ch
12065801-c963-4822-a811-  1206580f-C963-4822-2811-

' Obcbfcab3s14 Obcbfcab3s14

121 121

Scenario

Basic (_basic)
Basic (_basic)
Basic (_basic)
Basic (_basic)

Basic (_basic)

& SRR
Rule Type Base Object Last Modified By
jobinfo Aanya Singh (sfadmin)
jobinfo Aanya Singh (sfadmin)
jobinfo Aanya Singh (sfadmin)
jobinfo Aanya Singh (sfadmin)

D i D ingRuleRes

(DocumentGensraton) o Aanya Singh (sfadmin)

@ @

Assigned

2 i BB Q search

-QLQLQ‘I@U@ ~a§ F ram T

237

Business rule creation screen with termination br entered as the rule name and Job
Information Model selected as the base object

Step 4: Define the rule condition
In the rule editor, set up the If condition:

1. Select Job Information Model (recommended).Event Reason.Value.
2. Set the operator to is equal to.
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3. Use the dropdown to search for and select Resignation - No Growth
(TERTVTERM).

s @ O |sfs » x| sf F e x| sf Tite- % sf Configure Business Rules - Suce- x | (5 Newtab x|+ =0
&« G @ hips ine/) ules shimi#isCreatetrue a A % ® g0 e @ 3 - O

w— Admin Center = Search for actions or people Q @F‘ e 8 o o

To create a rule, expand a rule scenario category below and select a scenario.

> Advances Management
Basic

> Benefits Management The *Basic” nile scenario does niot provide any guidance about the supported
abjects, parameters, or actions you can use to configure the rule. Please check

> Calibration the available application-specific rule scenarios first. If no scenario fits to your
needs, choose “Basic”,

> Compensation and Variable Pay
-

> Conti Workforce

Rule ID* Click or foeus to edit
> Employee Central Core

" Start Date*
> Document Generation 01/01/1900

> Email Services Rule Type Q MoSelection =

> Foundation Objects Description

> Custom Tile (Decision Rules)
» Intelligent Services Center (ISC)

> Metadata Framework

> Onboarding Base Object* Q NoSelection =

S s H o s @2 fcdBOU® T e

Rule editor with the condition Event Reason.Value is equal to Resignation - No Growth
being configured

Step 5: Set the workflow in the Then section
In the Then section, configure the action:

1. Set Job Information Model (recommended).wfConfig.Value.
2. Choose to be equal to.
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3. Select termination wf (termination wf).

: @ 0O |sf

< & @ httpsi/salesd

x | sf e x| sf

Mituifiuleenginesg Ules xhtm#EMTQONjgANZQYODIOQ==

% 5f Configure Business Rules - Succ: X | (5 Newtab

a & o

x|+ = fa)
m v @ |/ -

=" adnincenter-

o | Toe acion - |

Rule created

termination br (termination_br)

Scenario: Basic  Change Scenario
Basic Information

StartDate 01011500
Rule Type

Description

Gearn‘: for actions ar people 1

Auto-complete search results are shown after you enter
at least 2 characters. When results are shown, use the
UP and DOWN arrow keys 1o navigate the list of actions.
and people. When focus is on a person in search
results, press the CTRL + SHIFT + 1 keys to move facus
to the employee quickcard for that person. Press F6 to
select the Employee Directory.

You can search for:

?  Action keywords, such as “address”, "goal”, or
“badge"

)Q@@QQ

& Insert New Record

Collapse All | Expand All
& Employee name

Variables

4 if

Job Event ReasonValue is equal to  Resignation - No Growth (TERTVTERM)

Then

Set Job Information Model (recommended) wiConfig Value to be equal to  termination wf(termination wf)

Updated by Aanya Singh on Saturday, January 6, 2024 12:08:34 PM CST

2338

3C ENG
"—gnaz! B Q sern L T L e

D2 f_cdEEOU

Rule editor showing wfConfig.Value set to be equal to termination wf for the specified
event reason

This ensures the workflow is triggered when the event reason is
"Resignation - No Growth."

Step 6: Save the business rule

1. Review the rule summary:

e If: Job Information Model (recommended).Event Reason.Value is
equal to Resignation - No Growth (TERTVTERM)

e Then: Set Job Information Model (recommended).wfConfig.Value
to be equal to termination wf (termination wf)

2. Click Save.
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3. Confirm that the rule appears in the list and shows the correct user as

the one who updated it.

@ O | sf succes 0 x | 5f Successfac x | sf Tie
G a

htpsy/ ine/pages/rules shtm#EMTQONjg4NzQyODkeOQ==

% 5f Configure Business Rules - Succ x | (5 Newtab.

a A

x|+ - a8 x

t a8 - O

Ey Admin Center =

History « termination br (termination_br)

0110111500 Scenario: Basic Change Scenario

Rule created Basic Information

Start Date 01/01/1900
Rule Type

Description

@ Variables

Gearch for actions or people I

Auto-complete search results are shown after you enter
at least 2 characters. When results are shown, use the
UP and DOWN arrow keys to navigate the list of actions
and peaple. When focus is on a person in search
results, press the CTRL + SHIFT + 1 keys to move facus
to the employee quickcard for that person. Press Fé to
select the Employee Directory,.

You can search for:

7 Action keywords, such as “address", “goal”, or
“badge".

& Employee name

Event Reason.Value is equal to  Resignation - No Growth (TERTVTERM)

Then

Set Job Information Model (recommended) wfConfig Value to be equalto  termination wf(termination wf)

g BR  Q seorch

= Haze

)Q(‘?L‘:‘-@C\O

& Insert New Record

Collapse All | Expand All

Updated by Aanya Singh on Saturday, January 6, 2024 12:08:34 PM CST

@2 f.cdEBOUDO

ENG 2338
N TR® om0 8

Saved business rule summary showing the condition and action for Resignation - No
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Assign the rule to the Job Information Model

Step 7: Open Manage Business Configuration

Use the search bar to go to Manage Business Configuration. This is where
you assign the new business rule to the Job Information Model.

L@ o st x | sf x|'sf: x| 5f Configure Business Rules - Suce: X | (B Newtab x|+ - a x

€« O & hitps//salesd i/l Jrules xhtmiEMTQON g4NzQyODKOQ == a A o ®a 4 m = @ R - o

84
EF=X=" admincenter- (searc foractons rpeopte 1 bl e a o0 @

Auto-complete search results are shown after you enter

at least 2 characters. When results are shown, use the
History « termination br (termination_br) UP and DOWN arrow keys to navigate the list of actions. @ Insert New Record

and people. When focus is on'a person in search

01101/1900 Scenario: Basic  Change Seenario results, press the CTRL + SHIFT + 1 keys to move facus

e 2 to the employee quickcard for that person. Press F6 to
Rule created Basic Information selact tha Employeé Directory:

StutDate  (0HAI0G You can search for:

Rule Type
/*  Action keywords, such as “address”, "goal”, or
Description “badge”.

Collapse All | Expand All
& Employee name

Variables

4 If

Job Information Model (recommended).Event Reason Value is equal to  Resignation - No Growth (TERTVTERM)

Then

Set Job Information Model (recommended) wiConfig Value to be equal to termination wf(termination wf)

Updated by Aanya Singh on Saturday, January 6, 2024 12:08:34 PM CST

s B Qs @2 f_.chdEBEU® c e e R

Business rule summary with the search bar open, ready to navigate to Manage Business
Configuration

Step 8: Open Job Information in HRIS Elements

1. In the Admin Center, under Employee Central, expand HRIS
Elements.
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2. Select jobInfo (Job Information) from the list.

@& 0O |sf x| sf

x | sf s X 5f Business Configuration - Succes: x | (3 Mewtas

drminConfi it htmi?8_s.crb=ZzqYFIZAVKi%2b%2S6NTAWLEAPUOCOHZp...

a A %

x|+
® 230 v @ B

o x

O

ET=X="" admincentar-

company |
business-unt »
avison ~ |
depanment - |
location -+
timezone +
cost-center +

hireDate

custom-stringd = |

customStringls

manager-id « |
job-code v |

jobite |

Search for actions or peaple

[v) |@ Job Information (jobinto_jobFi. -~ | [

Business Unit | Q
Division ] [v]
| Department \ Q
[locaion | @
iﬂmgzgme - +)
st Coree o
Vire Data - Kanka | )
| OrgInfo - SSR
place badarpur
‘Summsor q_

Job Classification

a

b o © © ©

| Job Title: | a

Organization Information (jobl...

Organization Information (jobl...

Organization Information (jobl ..

Crganization Information (jobl...

Organization Information (jobl...

Organization Information jobl...

Organization Information (job...

Organization Information (jobl...

-

6

i
)

&=

Job Information (jobinfo_jobFi... + | [£1]

Job Information (jobinfo_jobFi... | (1)

0 g

= Haze

Job Information jobinfo_jobFi.. ~ | (¥ Yes

@2 f-cdEECU O

Details
Syt

Details
[

Details
B

Details
[

Details
FTr

Details
Sy
Details
B,
Details

Details

Details

Details

Details
T

Details

oy 4

Q@@QO

ENG
N

2339
T NE® o010 B

Admin Center with Employee Central, HRIS Elements, and jobinfo selected, showing the
Job Information fields
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Step 9: Find the rule assignment area

Scroll through the Job Information configuration screen to the section
where business rules are assigned. Review the fields and their associated
rules to make sure you are in the correct area.

s @ O |sf % | sf x | 5f Tie- x| f Business Configuration - Succes: X | (5 Newab x|+ - o x
<« G @ hitpsy/salesd / sconfig/pages/adminConf xhtmi? 8 s.crb=ZzQYFIZAVK%2b%2ISENT4WLEAPUDcOHZp.., & AN 1Y 2 QM ¢ @ @ -~ o

B84
EToX>  advincenter- e —— a ®Pe a 0O

company -~ | Company [v] |@, Job Information (joblnfo_jobFi.. + [ Yes e e r
business-unit = Business Unit ©  |Q Orgenization information jobl.. + | [ Yes Dol & w A
duision + Division ©  |Q organization information jobl.. - | & Yes L i
department Department O  |Q Organization information (obl... v | [ Yes eES WA
2 ] et - Details =
location Location o Q@ Organization Information (jobl... Yes A T+
timezone Timezone o Q_ Organization Information (jobl... v | 5] Yes Sf‘“" Ber
L De
costcenter Gost Center ©  |Q Organizaion information (obl... Yes D A
hireDate + Hire Data - Kanika @ | organizaton information (obl. m Yes < Desis  § o4 4
custom-siringd = OrgInfo - SSR @  |Q Organization information (jobl 5] Yes -] eais @@ 4
custom-stringl8 place badarpur o Q, Organization Information (jobl... = [1] Yes. - | Dewils & ¢ 4
manager-id Supervisor [+] |Q Job Information (jobinfo_jobFi... -« | [51] Yes - Detils i ¢
jobcode w | Job Classification o Q_ Job Information (joblnfo_jobFi... | (2] Yes e“‘““s e
ob-title v | | Job Titte: Q Details il ¢

f I fes -
8 ki Q seurch @2 f_¢cfEOGU® a8 W eam 00

Business Configuration screen showing Job Information fields and rule assignment
dropdowns

Step 10: Assign the termination business rule

1. In the Job Information Model section, locate the row for rule
assignment.
2. Inthe dropdown under the onSave column, type term.
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3. Select termination br (termination_br) from the list.

s @ O |sf x | sf x | sf s % 5f Business Configuration - Succes: x| (5 Newab x|+ - o X

« O @ hipsy/salesd essconfi esfadminConfiguration xhtmi?8_s.crb=Z2qVFIZAVKI%2b%2S6NTAWLEAPUDcOHZp..,. @ AN Y ® gl ¢ @ |/ - o

84
o= samincensr~ — a ®Pe a 0O

amount-of-financial-plan = | Amount ot Financiat Piart ) | @ Job Iformation (obinto_jobFi.. | ] No «| pemis @ ¢ 4
supervisor-level ~ | | Supervisor Level v) |@ Job information (jobinto_jobFi. -~ | [ No - Demils T § A
is-cross-Dordersworker = Is Cross Border Worker | ) | @ Job Information (jobinto_jobFi.. + | i3] No .| pewis W\ o4 o4
em-number v Employee Record Numbe |@ Job Information (jobinfo_jobFi... | [5F] No v Detals T ¢
company-leaving-for Company Leaving For | ) @ Job Information (joblnfo_jobFi... v | (5] No v | Detwils @y
manager v Manages ©  |Q Jobintormation oblnfo_jobFi.. | F1) No v| Dewis F ¢
hr-manager HR Manager o |@, Job Information (joblnfo_jobFi.. + [ No v| Detniis [ ¢ 4
b il
is-competiion-clause-act ..« Compeition Clause [v] |@ Job Information (jobinfo_jobFi.. -~ [ No v | Dewis | ¢ 4
is-side-line-jop-allowed + [ sidetine Job Atowed | @ Q Job Information (jobinto_jobFi... v | i3] No -| pewis @ ¢ 4
probation-period-end-date v Probationary Period End| ) |@, Job Information (jobinfo_jobFi.. v | (&3] Yes v Dewlls T oy 4
country-of-company v Country @ @ JobInformation (jobinfo_jobFi.. v | (i1 Yes v Dewlls B¢ 4
sick-pay-supplement Sick Pay Supplement | ) @ Job Information (joblnta_jobFi... v | (51} Mo v| Dewis §F
jobEntryDate = ‘M:Emryl_)am (] Q_ Job Information (jobinfo_jobFi... | (1] No v Dewils @ ¢ 4

8 Q seach D2 P.efEOGU e W ram 00

Job Information Model rule assignment with termination br (termination_br) being
selected in the onSave dropdown

Step 11: Save and confirm the configuration

1. Click Save at the bottom of the configuration screen.
2. Review the confirmation dialog, which lists the changes and any
deprecated fields.
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3. Click Confirm to finalize the assignment.

2 @ O |sf 2 x | sf ofie % | 5f s % | 5f Business Configuration - Succes: X | (5] Newtab x|+ - 8 x
& G O hitpss/salesd essconf IminConfiguration xhtml?8e_s.ctb=Z2qYFIZAVKI%2b%21S6NTAwL EAPUOCOMZp... Ay 8 gl e @ 3 - O

B84
= advincenter- e a e a 0@

Job Information Model -+ Q VINITA228 (VINITA228)  » | 53] Details

@ KP_Termination Alert (KP_Termi... + | [i3] Details

Job Information -+
Job Information Model -+ onsave « Q vishat 01 (ishal_01) = | 1] N« peis
i;bln;rermabenh-nm - ’ﬁmeu! Q piygr_aﬂangemm,:mnm - [l | Deuis
Job Information Madel g:vx_amen_-! Q_P;mrfﬂnn__msl (Promotion_test... | & A Details

Job Information Madel | savertent v | Q, probation end (probation_end) »  [53] Details

[y
Job Information Madel |anSave ~ Q_ position change rule (position... v | (£ Details

Job Information Model | onsave + Qi - |6 | Detils
Job Information Model -+ |onsave « Q car_allowance (car_aliowance) » | [i1] Details

prye e N = I e peae

Job Information = Mo Selection » Q Noselection - @ Details

Updated by Aanya Singh(sfadmin) ] on Saturday, January 6, 2024 3:53:06 AM CST

= B Qe a2 P_cdfEOGU 68 W eae Sl

Confirmation dialog for saving changes in Business Configuration with the Confirm
button highlighted
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Terminate the employee and submit for approval

Step 12: Open the employee profile

Open SAP SuccessFactors and go to the profile of the employee you want
to terminate. Check details such as name, manager, and business phone to
confirm you have the correct employee.

2 @ O | sf sucessfactonsHome x| &f Successfactors: People Profile. x| 5 Title - Successfactors % | 5t SuccessFactors: Home % | @ Newtab x|+ - o X

C @ hitpsi/salesdemossuccessfactors.eu/slliveprofileselected user_encoded=V4-0-a1-9ViVIBxz45-alZ02RMc00SqXOADIXmDG2IKIaWTWE s, @ A ¢y @ @ | M &= @ | - O

a4
w My Employee File ~ Search for actions or people Q e 8 m o @

: Actions  Header [ As of Today

Tessa Walker (twalker) - I greduwsted from UGONN with Gl Take Action
HR Business Partner Global, Corporate - US- arts, | speak fluent Spanish and am
Philadelphia (1710-2001), Corporate Services help with translations. in my spare
(CORP_SVCS)

Human Resources US (50150001), Corporate
Services (CORP_SVCS)

US/Eastern

Local time: Saturday, 01:05:53 PM

Add Note

bicycle and hike, Add: Concurrent Employment

Add: Global Assignment Details
Change Job and Compensation Info
Business Phone: Employment Details

Manager: Charles Braun Generate Document

Date Of Birth: May 05, 1982
Give a badge

Leave Of Absence

Manage Alternative Cost Distribution
Educational Details Family Details Personal Information Detail v Employment information Talent Profile v; Manage Recurring Deductions rAccessand’ > v
ks One Time Deduction
One-Time Payments

Educational Details Education Details: # Edit Education Details:
Reward and Recognition

TErmmalinﬂ |

Home Page Configuration

= B Q se [ N ™ PoedEOCU® T Y

No data [

Employee profile screen showing employee details, manager, and available actions

Step 13: Start the termination

1. Click the Actions menu at the top right.
2. Select Take Action.
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3. Scroll the dropdown and click Termination.

s @ O |sf x| sf Pl x Isf % | 5f Business Configuration - Succes: X | (5] Newtab x|+ - & x
G O hitpsi/salesdemo.successfactors.eu/sifliveprofileZselected user_ encoded=V4-0-a1-9ViVigxzd5-alZI02RMc00SGOADIXMDGKaWTWE scrb.,. @& A 7 @ & | [ vE ] - O

EZ-  wyemployeerile - @avidWeber ) Employee Details

Y Sara gthgf Davi (sdavis) (1) 212 555-1222%d1 I
President United States 3‘ David Weber (dweber) l
|

| % (49) 38746 2301 22

| David sende Clarke (dclarke) (61) 02 456789x91 B David Weber@bestrunsap.com

" ¥ Recruiter
Tessa Walker (twalker) v
Employment
HR Business Partner Global, Carporate - US- p T e e
Philadelphia (1710-2001), Corporate Services : \ Vaw er (dweber) (39 | Dispatcher, Monchen (1010-0003), Services &
(CORP_SVCS) Dispatcher | David Weber Sales (ServicesSales)
Human Resources US (50150001), Corporate
Services (CORP_SVCS)
US/Eastern @ David Ye (dye) (86) 10 B764-4333 Organization &
Local time: Saturday, 01:11:09 PM Development Manager Direct Reports 0
Business Phone: 2 Team Size 0
< ) David Mathew Crawford (derawford)
Manager: Charles Braun (44) 3069990977 Manager Anke Birken
Date Of Birth: May 05, 1682 ‘" Quality Assurance Manager ) o
fe8)  Mike Mould (dmould) (61) 2 5550 8844 Show Actions and Links
&, oaengineer
Educational Details  Family Details Personal Information Detail v Policy D David Leal (dieal) (610255501084 Batant profile v Compensation > v
—ee, Engineering Manager
Educational Details ( Toby Davies (tdavies) (44) 3069 375927
Aleationas Lietal Education Details: # Edit Educati Professional
No data i David Bridges (CNTRL) 781 493.0041
Financial Controller |

=
e H oo e cdEOUE ne o N eae e

Actions dropdown open on David Weber's profile with the Termination option visible
among other actions

Step 14: Complete the termination form
In the Termination dialog, enter the following:

e Termination Date: Select the appropriate date.

e Termination Reason: Choose Resignation - No Growth
(TERTVTERM).

e OK to Rehire: Select No.

* Regret Termination: Select No.

» Eligible for Salary Continuation: Select No.

e Other fields, such as Payroll End Date, Last Date Worked, and
Benefits End Date, as required.
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Click Save to proceed.

& @ B sf x| 5f Successfa pleprofie x| Sf Title - SuccessFactors x | 5f SuccessFactors: Home % | @ Newtab

G O hitpsi/salesdemo.successfactors.eu/sfiliveprofileZselected_user_encoded=V4-0-a1-9IViViBxz45-alZt02Rntc00SqXOADIZXMDg2IKaWTWELs.crb... @

a A g B eID e @R - O

84
BTN wEmpiopecric- AT — a ®Pe oo o0 @

: Actions  Header [ As of Today

Tessa Walker (twalker) o | graduated from UCONN with a degree in liberal

Take Action
HR Business Partner Global, Corporate - US- arts. | speak fluent Spanish and am appy 1
Philadelphia (171 1), Corporate Services Felp with tran iy v b ilis o
(CORP_SVCS) 5 .
Human Resources US (50150001), Corporate bicycle and hike. Add: Concurrent Employment
el S ) Add: Global Assignment Details
US/Eastern

Add Note

Local time: Saturday, 01:05:53 PM Change Job and Compensation Info
Business Phone: Employment Details

Manager: Charles Braun e D
Date Of Birth: May 05, 1982

Give a badge

Leave Of Absence

Manage Alternative Cost Distribution

|
Educational Details  Family Details  Personal Information Detail v Employment information ~  Talent Profile v Manage Recurring Deductions rAccessand? > v

One Time Deduction

1 ; One-Time Payments
Educational Detalls Education Details: ¢ Edit Education Detals:

Reward and Recognition

No data [ Termipatio] |
Home Page Configuration
. B Qs @2 f-cdBOUO n a0 S eae gt

Termination form with Resignation - No Growth selected as the reason and other fields
visible

Step 15: Confirm the termination request

A confirmation dialog appears with the text "Submitting Resignation - No
Growth request for David Weber."

1. Optionally, enter a comment.
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2. Click Show Workflow Participants to see who will approve the
request.
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G (3 hitpsy/salesdemo successfactors.eu/sf/liveprofileselected user encoded

: Actions / Header [ As of Today

David Weber (dweber) + Take Action

Dispatcher, Minchen (1010-0003), Services & Sales
(ServicesSales)

Services & Sales — Services (DE) (10102000),
Services & Sales (ServicesSales)

Add Note
Add: Cancurrent Employment

Europe/Berlin Add: Global Assignment Details

Local time: Saturday, 07:11:19 PM N
Change Job and Compensation Info

Business Phone:

Manager: Anke Birken Employment Details

Date Of Birth: Jun 23, 1990 Generate Document
Give a badge

Leave Of Absence

Manage Alternative Cost Distribution
Educational Details Family Details Personal Information Detall v Policy Details_Dhanashri  + Employment info| ympensation
i —— Manage Recurring Deductions

v
<

One Time Dﬁmicrinn
i

Educational Details

Education Details: / Edit Education Detalls: One-Time P
Reward and Recognition

No data

Home Page Configuration
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Confirmation dialog for the resignation submission with the Show Workflow Participants
link and a comment box
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Step 16: Review the participants and submit
The approver is displayed (in this example, "Anke Birken, Service
Manager"). Click Submit to send the workflow for approval.

s @ O |sf x | sf People s % | Sf SuccessFactors:People? x| 5f Tile-Successfactors x| 5f Business Configuration - x| 5] Newtab x|+ - o X
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(@] 1 httpsy/salesdemo.successfactors.eu/s /five

i Actions  Header [ As of Today

G) David Weber (dweber) v oispaicher, Munchen (1010-0003), Services & Sales (servicesSales)

<s Personal Information Detail v Policy Details | v ™ Talent Profile v Compensation v Time Server Accessand 1 > L
J

Biographical information Biographical Information / Edit Biographical Information

d dweber Birth Place

Jun 23, 1990 AGE

National ID Information National ID Information  Edit National ID Information A # Edit Add o) History

+ Add National ID Information
Ziegelgasse
B00

No data 68307 b
Mannheim
German y
T o @oudCcdEEOUO R LT

Workflow approval dialog showing the approver Anke Birken with the Submit button
highlighted
After you submit, a workflow approval request goes automatically to the
employee's manager. The termination completes only after the manager
approves it. If the manager doesn't approve, the workflow stops and the
termination doesn't proceed.

Step 17: Handle any system message
If a message about employment details appears, read it carefully. For
example:

"Since the transfer will be processed offline, you need to set the default
termination event reason at Admin Center / Default event reason to use
when processing direct reports and job relationships offline. The number of
direct reports and job relationships that are to be adapted exceeds the
threshold you've configured. As a result, the system adapts the reporting
line and job relationships as a background job. You will receive an email
when the background job is completed."
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Click Close to dismiss the message.
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|

| % (49) 38746 2301 22

| David sende Clarke (dclarke) (61) 02 456789x91 B David Weber@bestrunsap.com

" ¥ Recruiter
Tessa Walker (twalker) v
Employment
HR Business Partner Global, Carg us- a T e
Philadelphia (1710-2001), Corpor ices el e Vi {dweber) |  Dispatcher, Minchen (1010-0003), Services &
(CORP_SVCS) Dispatcher | David Weber Sales (ServicesSales)

Human Resources US (50150001), Ct
Services (CORP_SVCS)

US/Eastern @ David Ye (dye) (86) 10 B764-4333 Organization &

Local time: Saturday, 01:11:08 PM Development Manager

Direct Reports 0
Business Phone: 2 Team Size 0
i 2] David Mathew Crawford (derawford)
Manager: Charles Braun (a5) 3080 000077 | Manager Anke Birken
Date Of Birth: May 05, 1682 ‘" Quality Assurance Manager ) o
fea Mike Mould (dmould) (61) 2 5550 8844 Show Actions and Links
), oaEngineer
Educational Details  Family Details Personal Information Detail v Policy D David Leal (dieal) (610255501084 Batant profile v Compensation > v
—ee, Engineering Manager
Educational Details ( Toby Davies (tdavies) (44) 3069 375927
Aleationas Lietal Education Details: # Edit Educati Professional
No data i David Bridges (CNTRL) 781 493-0041
Financial Controller |

—
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System message popup with employment details and warnings about offline processing
and background jobs

Step 18: Check the pending resignation on the employee
profile

1. Open the Employment Information tab of the employee's profile.

2. Under Job Information, confirm the status "Resignation - No Growth
pending approval (Jan 06, 2024)."

3. Verify the supervisor (Anke Birken) and the other job details:
Employee Status (Active), Company (Bestrun (DE)), Job Title
(Dispatcher), Pay Grade (Salary Grade 07), and Standard Weekly
Hours (40).
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4. Confirm the country (Germany) and the pay scale details.

s @ O |sf
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Company Bestrun (DE) (1010) Allgemein (DEU/DESO)
Berlin (DEU/DE10)
Anke Birken
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Employee profile for David Weber showing the Resignation - No Growth pending
approval status with supervisor and job details

Approve the termination as the manager

Step 19: Proxy as the manager

1. Click the user profile icon in the top right corner.
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2. Select Proxy Now to act as the manager (for example, Kanika).
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User profile dropdown open with the Proxy Now option highlighted
Step 20: Open the workflow request

1. Go to the My Workflow Requests page.
2. Locate the request titled "Resignation - No Growth for David Weber."
3. Review the details: Planning (50070965), Miinchen, Bestrun (DE)

(1010), Services & Sales - Service (DE)(DEFS50), and other
organizational information.
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4. Confirm that Aanya Singh initiated the request on January 6, 2024,
and that it is effective January 6, 2024.
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My Workflow Requests page with the resignation request for David Weber listed,
showing details and initiator

Step 21: Review the request details

1. Click the subject "Resignation - No Growth for David Weber" to open
the workflow details.

2. Review the summary, including the effective date, initiator, and
workflow participants.
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3. Confirm the termination details: Termination Date (Jan 06, 2024), OK
to Rehire (No), Payroll End Date (Jan 06, 2024), Last Date Worked
(Jan 06, 2024), Regret Termination (No), and other relevant fields.

s @ DO |sf i st peopie? x| sf My Requests x| 5f Tie-Successractors x| 5f Business Configuraton - x | [ Newtan x|+ - a x
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Workflow Details page for the resignation request with all termination details visible

Step 22: Approve or send back the request

1. Scroll to the bottom of the workflow details page.

2. Review Time Off Balances as of Termination Date (Comp Time:
00:00 hours available; Annual Leave (DEU): 30 days available).

3. Optionally, enter a comment in the Comment box.
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4. Click Approve to finalize the resignation, or click Send Back if
changes are needed.
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Workflow approval screen with the Approve and Send Back buttons, comment box, and
time off balances

Verify the termination

Step 23: Confirm no workflow requests remain

1. Go to My Workflow Requests and make sure the list displays "No
data," which means all requests have been processed.

2. Open the user profile menu at the top right. It shows you are still
acting on behalf of the manager (Anke Birken).
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3. Optionally, click Become Self to exit proxy mode.
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My Workflow Requests page showing no requests, with the user profile dropdown open
and Become Self highlighted

Step 24: Find the employee
1.

Enter "David Weber" in the search bar at the top.

2. Select David Weber (dweber) from the results.
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3. Review the Employee Details pop-up and confirm the job title
(Dispatcher), location (Miinchen), and manager (Anke Birken).
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Employee search results with David Weber selected and the employee details pop-up
visible

Step 25: Open Job Information

1. Click David Weber's name to open the full profile.

2. Go to the Employment Information tab.
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3. Select Job Information from the dropdown.
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David Weber's employee profile with the Employment Information tab open and Job
Information being selected

Step 26: Check the effective date

1. Confirm the message "A Job Information change will take effect on
Jan 07, 2024."
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2. Verify that Employee Status is "Active" and that the company,
supervisor, job title, pay grade, and other details are correct.
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Job Information section showing the pending change effective Jan 07, 2024, with
employee status Active

Step 27: Review the change history
1. Click Job Information History (or a similar option) to open the
change history panel.

Confirm these entries: Jan 07, 2024 "Resignation - No Growth" and
Jan 01, 2019 "New Hire."
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3. Review the "New Hire" event details, including position, entry date,
and time in position.
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Change History panel showing Resignation - No Growth for Jan 07, 2024, and New Hire
for Jan 01, 2019

Step 28: Verify the termination record

Select the "Resignation - No Growth" entry dated Jan 07, 2024, and
confirm the following:

e Employee Status: Terminated

e Event: Termination

» Event Reason: Resignation - No Growth (TERTVTERM)

o Position: Dispatcher (90200114)

e Position Entry Date: Jan 01, 2019

e Time in Position: 5 Years 0 Months 6 Days

o Company: Bestrun (DE) (1010)

« Business Unit, Division, Department, Location, Timezone, Cost
Center: as previously listed
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Optionally, click View Approval History for a workflow audit.
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Change History panel showing the Terminated status and resignation details for David
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Step 29: Confirm the future-dated termination

The termination takes effect on Jan 07, 2024, as the job information and
change history show. Until that date, the employee status remains "Active."
After the effective date, it updates to "Terminated."
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Job Information section showing the pending change effective Jan 07, 2024, with
employee status Active

Summary

You now know how to terminate an employee in SuccessFactors with
manager approval. You reviewed the termination wf workflow (Approver
Role: Manager, No Approver Behavior: Stop the Workflow, Relationship to
Approver: Employee). You created the termination br business rule on the
Job Information Model and assigned it to the onSave column in Manage
Business Configuration.

When you terminated the employee with the reason Resignation - No
Growth (TERTVTERM), the workflow sent the request to the manager. After
the manager approved it, you verified the termination record. The system
updates the employee's status to "Terminated" on the effective date set in
the workflow.
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