
Pending Termination for Employees - Manager Space
This PDF will walk you through a pending termination for an employee in Manager Space. A pending term is an 
employee who is leaving their state employment. This status will leave them active to be paid out their final pay 
through payroll.  As a manager, you can submit the pending termination when an employee gives you notice. 

1. In GHR, click on Manager

2. Then click on My Staff.
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3. Double-click on the employee you are putting the termination in for.  

 

4. Click on Work Assignments. 

 

 

 



 

5. Now select the box in front of the employee’s name that is terming. 

 

6. Click on More Actions, also referred to as the ellipsis or three dots on the top to get the 
drop-down.  

 

7. Here you will choose Pending Termination. 

 

 

 

 

 



8. A pop-up will appear. You will be required to fill in the fields that have the red asterisk 
next to the name. The first one to fill out will be the effective date. Add the effective date by 
using the lookup trigger.  

 

9. In this example we will use Monday, September 30, 2024. 

 

 

 



10. Next you will need to use the lookup trigger to determine the reason the employee is 
terminating.  

 

11. For this example we will use resignation.  

 

 

 

 



 

12. You then can add a professional comment, but this must be discussed and agreed upon by 
the HRM.  

 

 

 

 

 

 



13. Click on submit once all the information is completed. The process flow then will go to the 
appropriate approver before the employee is listed as a pending termination.  
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