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Notifier Details
All details to be auto completed when service number is entered
· Service number  (person  who is completing the form)
· Name
· Password
Employee Details
All details to be auto completed when service number is entered
· Service number (person whose employment is being terminated)
· Name
· Division
Manager Details
All details to be auto completed when service number is entered in previous section
· Service number (Manager of the employee)
· Name
· Position
· Division (Anu to confirm if required)
· Email (optional)
· Phone (optional)
· Overwrite option available on Service Number and Name fields available, if auto completed information is not correct or desirable.  A business rule to apply where a manager of a level higher (in number) than as entered by auto-completion will not be allowed.
 Termination Details
· Last date of employment
· Reason for termination
· Based on reason of termination, show file upload input(s) as applicable
· Resignation input  will show when reason is 15-16
· Medical (2 inputs)and Workers Comp, when reason is  17-18
· Letter of Authority for 17-23
· Manager may or may not choose to upload the required documents at this point in time. Option to upload will also be available in the back end if the Manager chooses to do them at a later stage
· Only Word doc or Adobe pdf to be uploaded
· Prompt for Non-Statutory payment instructions
· Show Yes/No radio buttons.
· Default No, if yes, show note to elaborate in additional comments
· Additional comments Text area
· Optional, but mandatory when Yes is selected in the previous prompt
Backend
Backend portal for approvals will be primarily accessible through a link as provided in emails. The link when clicked will login the user automatically as it is coming from a trusted source i.e email.
Users/Managers can alternatively access the backend portal through a url, when typed in the web browser, and will be prompted to login with their Service number and Windows password.
The difference between auto login from a link in email and manual login through web browser is that auto login takes user straight to the form and other will list all past and present forms. User will have to then click on one of the few or manly listed forms to open the form for viewing or attaching docs or approval.
Uploads
· Option to upload relevant documents will be available for all for all managers
· Uploads are optional for employee's Manager and other HR/Branch/General managers
· HR and Payroll will have Other Documents as an additional upload field and can attach multiple docs per termination 
· Only Word doc or Adobe pdf to be uploaded
· All uploaded documents to be saved on the web server till provision to move them to REX is available. The documents will be available for viewing to all who have permission to view.
HR admin
When HR admin is processing a termination, following business rules apply
· Resignation Letter, if applicable, is mandatory
· All other documents are optional but an alert must be acknowledged by admin to ensure that he/she did not forget attaching any relevant docs
Approvals
· If Notifier is the same person as the employee Manager then on submission of the eForm an auto approval will be performed on behalf of the Manger
· If Notifier is NOT the same person as the employee Manager then on submission of the eForm an email with auto login link for approval to the Manager will be sent
· Manager will have an Approve button available in the portal to approve the termination when a person other than Manager has submitted the eForm
· If termination reason is 17-18
· an email with auto login link will be sent for additional approvals to
· HR Manager,
· Workers Compensation Manager
· Branch Manager
· General Manager 
· All Managers, as mentioned above, will only have Approve button available in the portal. On approval from all the Managers, an email with auto login link will be sent for approval to HR admin
· If termination is any reason OTHER than 17-18
· On approval from employee Manager, send email with auto login link for approval straight to HR admin
HR Admin
· Admin will have an Approve and Decline buttons available in the portal to approve or decline the termination request
· On approval, an email with auto login link will be sent to Payroll
· If declined, then Admin must provide comments and Manager to receive an email with those comments
Payroll
· Payroll to have a Processed/Completed/Done button to flag the termination as concluded
· Manager to receive an email on conclusion of the termination request

Other Notes
· Need clarification on approvals by various managers for reasons 17-18
· Only approve button has been requested, what if any of these managers needs to decline
· If General manager is approving, why is then approval from Branch manager required
· Assuming that Branch manager approval is required to endorse it with his approval before GM approves, then
· emails to the GM must be sent only after Branch manager approval
· If Branch manager is endorsing, then what about approval from Section Manager if the termination request is initiated by manager whose level is lower than that of  Section Manager
· HR admin will be aware of a termination request only after approvals from all Managers
· Payroll will be aware of a termination request only after approval from HR admin
· What happens if any of these Managers are away on leave and approval email sits unattended in their inbox
· Does backend need to show who has approved and who hasn't
· User/Manager details for now will be provided through current data set as available from The Wire and will be retrieved from SAP dump some time in future
· As of the complexity of the business rules and deadline of 30th Jan for a demo of the Termination of eForm and related backend portal, delivering a fully functional solution in a week’s time will be on best effort basis.
· At this point in time, if no further changes are made or are kept to minimum, the total effort required for the project will be under 10 days
· The eForm will be an online version only and accessible through Ausgrid intranet.
