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Access to link will be on the HR Separation Website.

Processing Steps Screen Shots

Email sent for Property Clearance.

Note: Each area (ex: Parking, Key Control, IT b st oy s
Assets) will each receive their own T e

Hide email details

email with a task to be completed. _ _
Please be informed a separation and property clearance form has been submitted for the following individual. This employee has indicated they
are separating from all positions.

Please ensure all property has been returned to your area, security access has been removed and all purchasing card and travel reconciliations are
completed.

There are 3 links on the email. Employee Name: Tuffy Tian
Employee CWID: 123456789
1. TO Open the page |n SerV|CeNOW and Department: IT - Information Technology
have the option to clear the task. Date of Separation’ 05-14-2021
2. Via an email reply, add comments to Last day physicaly at work: 05-14-2021

the taSk (no need to |Og intO IWG view Catalog Task: TASK253928
SerViceNOW). Click here to send message Action Required
3. Via an email reply, clear the task by Clchereto sen messae It o Acton Requred

sending the reply email with no Checklists and other manager resources are found on our website: https://hr fullerton edulworklifellife-experiences/separation-process php
additional text needed.

If you have any questions regarding this process please email hr@fullerton.edu

Option 1: Manually close/clear the task:

Home » Ticket Form Searchi «
Link:
C|ICk here to view Catalog Task Ensure that all parking permits have been returned (testing) 17
. . . . . Tuffy Titan 3
This option to clear the task will require logging ©shas “ﬁ"
into ServiceNow and clicking the ‘Clear’ to close i —— Humber sz
the task. e ity asti
Created Shago
Updated 4hago
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Option 2: Task not closed, add comment to the
task:

Link:
Click here to send message Action Required

e Replies to email will update the task in
the comments section and
communicate via an email to both the
employee and their manager.

5 ReTASK253928 - Ensure that all parking permits have been returned - Action Requited - Message (HT...

USSR nsert  Options  FormatText  Review  Help  Acrobat ) Tell me what you want to do

o Y o olle 2 88 - > - *e
R L P = v [H8 S5 0 Gz i ! @ R4 f
) W7 Attach ltem 1
Pate . B F U W.A-|[E==|e=a= Addes Check Attach File Insights ~ Share View
- n "= Book Mames | Signature~ wia Link - files  Templates
Clipboard Basic Text [} Names Include Adobe Acrobat Tags Dropbox My Templates S

Send
I Subject | ReTASK253928 - Ensure that all parking permits have been returned - Action Required

Parking permit disabled, but has not been returned.

Ref:MSG5773075

Option 3: Prefered option to close the task:

Link:
Click here to send message that No Action
Required

e Generates an email
e Click ‘Send’ only, no message text is
needed.

Will generate an email back to ServiceNow and
automatically close the task. No other
information is needed on the email, just click
send.

= ReTASK253928 - Ensure thatall parking permits have been retumed - Action Not Required - Message (..

Insert  Options  FormatText  Review  Help  Acrobat Q) Tell me what you war

2o ""?I :o,/.‘@ [ Attach File - .>~ @ :.: D

107 Attach ftem -
= Address Check Attach File Insights ~ Share View

Book Names | L Signature~ via Link + files  Templates
Clipboard Basic Text ] Names Include

- |he\pde§k@FuHertan edu
= ]|
send

X P
D Calibri - A A
Fmy
Pajta ¢ BIU ¥ .a-E

€ =7

Adobe Acrobat Tags 1 Drapbox. My Templates ~

Subject | ReiTASKZS3928 - Ensure that all parking permits have been returned - Action Not Required

|
|
|
\
Ref:MSG5773075

Sample Property Clearance

University Property for Titan, Tuffy

OptiPlex 3040

No records found

A Campus Permits

KD purchasing Cards I
Purchase Card
se Card - State
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