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Login Access 
Go to www.jeffersonhr.org   Click on Employee Self Service on the left and then click on the link to 
Employee Self Service.   

 

 

 

Enter your 
Campus Key and 
Password to sign 
in to Self Service 
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Reporting Change 
Navigate to this page using the below navigation.     
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Please enter the effective date of the reporting change. You can enter a historical date or date in the 

future.  Once entered, click   and your list of direct reports as of the effective date 
will refresh below. Using the check boxes to the left of your direct reports, select the employee(s) for which 

you wish to make a reporting change and click . 
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If you know the employee ID of the new supervisor you can type it into the New Supervisor ID box, or click 

to serach. Using the Comments box you can indicate any additional information that should be included 

with the transaction. Once you have verified the inforamtion for the reporting change, click  
to process the request. 
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Terminate Employee 
Navigate to this page using the below navigation.     
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Please enter the effective date of the termination.  This date would be the day after the last day worked.  
For example, if the employee’s last day worked was Friday the 15th, you would enter the effective date of 
Saturday the 16th.  You can enter a historical date or date in the future.  Once entered, click  

 and your list of direct reports as of the effective date will refresh below.   

 

You can click on the hierarchy tree on the right side to drill down on your direct reports.  Select the 

employee you wish to terminate by clicking  on the left side of that employee.  This will 
take you to the Terminate Employee page.   

Do not use this page for employees who are terminating with a severance agreement.  These types of 
terminations will be processed by the HR Service Center.   
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On this page, the manager will perform the following tasks:  
• Click the Reason for Termination drop down and choose a reason.  A reason is required.   
• Determine if the employee provided sufficient notice (see Voluntary Resignation Policy #200.32) and 

check the box if sufficient notice was provided. 
• In the text box, please provide any adjustment information including department or other instructions 

related to last check. 

• Click  to process.  By submitting you are acknowledging that you determined if sufficient 
notice was or was not given and indicated it appropriately, the employee’s ETO/Vacation/EIB balances 
are accurate in the company’s time keeping system  and have acknowledged that it is your responsibility 
to collect all company property from the employee prior to end of last day. 

Once submitted, the transaction will be processed in the system.  A work flow transaction will be sent to 
the HR Service Center and Payroll to review and process last check.   
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Termination Reasons 
The following are the termination reasons that you can select.   

REASON CODE DESCRIPTION 

ATT Attendance 

DEA Death 

JOB Job Abandonment 

RED Reduction in Force (HR Only) 

RPD Resignation Pend Discip/Invest 

TMP End Temporary Employment 

UNS Unsatisfactory Performance 

VIO Violation of Policy 

VRT Voluntary Retirement 

VSA Visa Denied (HR Only Code) 

BEN Dissatisfied with Benefits 

COM Dissatisfied with Commute 

OPP Dissatisfied with Opportunities 

PAY Dissatisfied with Pay 

SUP Dissatisfied with Supervisor 

REL Relocation 

HED Disability 
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View Employee Personal Info 
Navigate to View Employee Personal Info using the below bread crumbs.   
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The “As Of” date defaults to today’s date. You can enter a date in the past or future to view direct or 
indirect reports that previously reported to you or will in the future.  After entering the date, click  

 and your list of direct reports as of the effective date will refresh below.  

Select the employee whose view personal information you wish to view by clicking  on the 
left side of that employee.  This will take you to the Employee Information page.   
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The Employee Information page provides general job-related information and a photo.  Click on the 
hyperlinks at the bottom to view the different information.   
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Home and Mailing Addresses 

 

When clicking on the Home and Mailing Address link, the home address will display for that particular 
employee.  We currently do not support separate mailing address.  Click the Return to Employee Information 
link to return to previous page.   
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Email Addresses 

 

When clicking on the Email Addresses link, you can view the business email address and any additional email 
addresses for the employee.  Click on the Return to Employee Information to return to prior page.   
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Phone Numbers 

 

When clicking on the link, you can view all the phone numbers that the employee entered through Employee 
Self-Service Phone Numbers.   Click on the Return to Employee Information to return to prior page.   
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Emergency Contact 

 

When clicking on the link, you can view the emergency contacts and relationship to employee and which one 
is designated as primary.  Click on the Return to Employee Information to return to prior page. 
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Birthday 

 

When clicking on the link, you can view the birthday (month and day) for that particular employee.   Click 
on the Return to Employee Information to return to prior page.   
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Compensation History 
Navigate to this page using the below navigation.   
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The “As Of” date defaults to today’s date. You can enter a date in the past or future to view direct or 
indirect reports that previously reported to you or will in the future.  After entering the date, click  

 and your list of direct reports as of the effective date will refresh below.  

Select the employee whose compensation history you wish to view by clicking  on the left 
side of that employee.  This will take you to the Compensation History page for that employee.   
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Request Location Change 
Navigate to this page using the below navigation. 
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The “As Of” date defaults to today’s date. You can enter a date in the future to view direct or indirect 
reports that will report to you in the future. Entering previous dates is not allowed. After entering the date, 

click   and your list of direct reports as of the effective date will refresh below. 
Using the check boxes to the left of your direct reports, select the employee(s) for which you wish to make 

a location change and click . 

 

On the “Change Location” page, you can click on the  to view and select a location.  Additionally, please 

enter the Floor and Room number if applicable and then click .  This change will be processed 
immediately as of the date that the change will take effect.  Click on the Return to Employee Information to 
return to prior page. 
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