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Brief Document Description

Overview

This User Guide explains how to use the ‘Notification of Resignation’ form available on My Staff
Portal page, for staff to notify their decision to resign or retire from their current position.

About this Business Process

This process is developed to provide the University staff the ability to provide notification of
resignation/retirement via the staff portal, through an online form.
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step 1 Login in to Griffith Staff Portal

step 2 Select Staff to Authorise Commencement of Payment

step 3 Complete ‘Authorise Commencement of Payment’ online
form/questionnaire

step 4 Review and Submit Form

Step 1 - Login in to Griffith Staff Portal

Open the Griffith Home Page. Click on Staff Portal in the top right hand corner of the screen.

myGriffith Staff portal Contact us»
IL"JJ Griffith :
UNIVERSITY Search the site Q

FUTURE STUDENTS  CURRENT STUDENTS  INTERNATIONAL STAFF  ABOUT GRIFFITH RESEARCH  ALUMNI

Log into the Staff Portal using your Griffith ID and Password.

Griffith Single Sign-On

Username

Password

) login

Code of practice

Information technology resources are essential for accomplishing Griffith
University's mission. Members of the University community are granted
shared access to these resources on condition they are used in accordance
with the University's Information Technology

Code of Practice. This Code of Practice applies imespective of where the
University informstion technology resources are accessed and used, and
includes use at home. You can expect sanctions if you act imesponsibly and
disregard your obligations under the Code of Practice. It is your
responsibility to become familiar with the Code of Practice.
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The Staff Portal Page displays. My Staff Page can be accessed in two locations within the Staff
Portal.

The first location is by clicking on My Staff Page under “Key Services”.

W GriffithuniversiTy

e potad

ALt "Batect Omat ] Lopged In: Betra Masrie | Logens

Alternatively you can select Employment from the left hand side navigation menu, and click My
Staff Page under “Human Resource Management”.

Gnffith portal > Employment

Griffith Portal =
E
Stuoent Employment
# Employment
# Human Resource Sysiem
# Ask HR Human Resource System

# Pay and bank detsils » My Staff Page
# Academic work at Griffith

# Conditions and benefits

# Staff development

#* Forms. policies and procedures
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A series of ‘tiles” will appear on your Home Page once you have logged in to My Staff Page.

Manage Delegation

s

Time and Absence

Health, Safety and Wellbeing

Q00
QOO
QOO

Approvals

Recruitment

27

Training

User Guides

Getting To Know Griffith

3#

Performance
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£
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|
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My Team

£
L J

&This is a new process, to be completed by staff wishing to resign or retire from their current

position.

Click on About Me tile.
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Step 2 -Access Notification of Resignation form

&The layout of the dashboard page has changed. The new page is divided into two sections.

Left hand menu - lists all the menu items under each main heading.
The right hand screen - provides functionalities of the menu item chosen on the left hand screen.

Other navigational items to be aware of are the:-

- Home (top right corner)
When selected this will return you to the home “My Staff Page” or the very top on the navigation
tree.

- Back (top left corner)

While this image displays as ‘Home' the key element is ‘<’ denoting a move back up the
navigational tree. The narration will change based where you are within the navigational
structure.

Select ‘Notification of Resignation’ from the left hand menu.

“*y My Pay Details v
ar My Personal Details

# My Equity Data
& My Profile
s Staff Data Change - Occupant v
(morresie>
7| Apply for Flexible Work Year

3 | Review Flexible Work Year

Click on Resign to continue.

Note: If you have multiple appointments, choose the appointment you wish to resign from.

About Me A o —
*
2 rows
R Red Regst Click
B\M’II.IITI c/\ Department < Position Title & Job Code < Location < Submitted Here
v v on & &
1 @rﬁﬁth Centre for Coastal Management Gold Coast Campus
2 4 Griffith Centre for Coastal Management Gold Coast Campus Resign
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Step 3 - Complete Notification of Resignation online
form/questionnaire

Note: The form will open in a new window.

Select ‘Yes’ for ‘| hereby resign/retire from Griffith University’ (the default selection is No).

¢ AboutMe Notification of Resignation
&
Questionnaire

| hereby resign/retire from Griffith University

, Next b .
Click on E' to continue.

Ensure the ‘Final Day’ is correct. Select the ‘Reason’ from the drop-down menu. (Final day is
to be the final day of work or if you have leave at end of your appointment, please ensure
final day is last day of leave.)

Click on to continue.

Notification of Resignation

Name
Employee 0 @ /;_)
‘ Record Job Detail Review & Submit

“Final Day 6/06/2017

—
Resigned

L Retirement J

Reason Choose the

right reason
Position Title
Department Human Resource Management HRM
Location  Nathan Campus CAMNAT
Job Title E
Full/Part Time  Full-Time
Standard Hours  36.25
Reports To

Manager Name

Changes Made
* Required Field
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Step 4 - Review and Submit form

Review all the details are correct. Enter comments, if required. Add attachments at the bottom of
the screen (if required).

T s i P—
i Notification of Resignation - m
Name
Employee 0 @ @
| ‘ Record Job Detail Review & Submit

Review and Submit

inal Day  16/06/2017

Reason  Resigned
Current Information
Position Title
Department  Human Resource Management ~ HRM
Location  Nathan Campus CAMNAT
Job Title
Full/Part Time  Full-Time
Standard Hours 3625
Reports To
Manager Name

Comments

Add Comments Here

Attachments

No documents have been attached.

Add Attachment

, Submit . .
Click on to complete the process and view conformation screen.
Submit Confirmation
" Your transaction request for has been successfully submitted for approval.
|c
Notification of Resignation
: Pending
T
Pending Not Routed Hot Routed Nat Routed
L R — G I Yt I i O S I S

Once the workflow is fully approved, a notification via email will be sent to the employee.

Further information

Email: hrservices@qriffith.edu.au
Phone: 373 54011
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