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EMPLOYEE TRANSITION NOTIFICATION FORM (ETNF)
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ETNF Flowchart
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ETNF Instructions (Summary)

N

w e N

Employee Exit Summary

Employee tells supervisor that they intend to leave the job.
Supervisor gets the resignation letter from employee, and emails HR rep.
ERHR emails the employee and copies the supervisor with a template email that includes:
3.1. Exit Checklist:
https://humanresources.illinois.edu/assets/docs/AcademicExitChecklist.pdf.
3.2. Exit Inventory
https://erin.fs.illinois.edu/docs/default-source/forms/s/separation-checklist.doc?sfvrsn=5665ae46 4
3.3. Exit Interview
https://surveys.illinois.edu/sec/3383941
Employee or Supervisor returns completed Exit Form to ERHR Representative
Employee and/or Supervisor completes steps on the Inventory Checklist and gets signatures from each
contact on the list.
5.1. Supervisor and Employee will be responsible for completion of Inventory Checklist
5.1.1. Inventory Checklist is a Management Document and does not need to be returned to ERHR.
ERHR initiates the ETNF: Employee Transition Notification Form (ETNF).
6.1. Distribution Lists Notified
6.2. Supervisor notified.
Supervisor completes the ETNF
Supervisor disposes of the badge.
Supervisor confirms the ETNF tasks are all completed.

. Distribution lists are notified

Employee Onboarding Summary

ERHR verifies all pre-employment processes have been completed for New Employee
1.1 Includes, but is not limited to Offer/Acceptance, Background and Misconduct Check and Ul
NewHire
ERHR initiates, in relevant part, the ETNF: Employee Transition Notification Form (ETNF).
Supervisor receives notification that an ETNF has been initiated and supervisor completes all remaining
items.
Supervisor confirms the ETNF tasks are all completed.
Distribution lists are notified.

Last Updated — 5/29/2023 Page 30f 17


https://humanresources.illinois.edu/assets/docs/AcademicExitChecklist.pdf
https://erin.fs.illinois.edu/docs/default-source/forms/s/separation-checklist.doc?sfvrsn=5665ae46_4
https://surveys.illinois.edu/sec/3383941
https://appserv7.admin.uillinois.edu/FormBuilderSurvey/Survey/uiuc_facilities_and_services/information_technology/fs_etnf/
https://appserv7.admin.uillinois.edu/FormBuilderSurvey/Survey/uiuc_facilities_and_services/information_technology/fs_etnf/

Facilities & Services ETNF Processes, Instructions and Workflow
UNIVERSITY OF ILLINOIS URBANA-CHAMPAIGN Updated May 29, 2023

Employee Shop Transfer Summary

1. Supervisor notifies ERHR, through e-mail, of transfer and includes the following information:
1.1. Name

1.2. UIN

1.3. Date of Transfer

1.4. Current Shop #

1.5. New Shop#

1.6. Current Supervisor

1.7. New Supervisor

ERHR initiates the ETNF: Employee Transition Notification Form (ETNF).
Current Supervisor completes the ETNF

New Supervisor completes the ETNF.

Distribution Lists Notified.

vk wnN

Employee Job Change Summary

1. ERHR becomes aware of job change through requested reclassification/promotional request and has
completed all requisite processing requirements (HR Front End Processing, Offer/Acceptance, etc).

2. ERHR injtiates the ETNF: Employee Transition Notification Form (ETNF).

Supervisor completes the ETNF.

4. Distribution lists notified.

w
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ETNF Instructions (Detailed):

Employee Exit Detailed

1. ERHR Initiates ETNF

2. Supervisor receives e-mail notification that ERHR has initiated the ETNF for a new employee.
3. Supervisor Completes the following fields:

Exiting Employee Supervisor Information

Supervises Others? - Exit
O Yes
O No

Badge Number - Exit
Room/Office Number: - Exit

If Employee is exiting, who will be fulfilling the Employee's duties?

Has the Employee Returned Badge?

0 Yes

O No

Has the Employee Returned iCard?

O Yes

O No

Has the Employee Returned Keys? - Exit

O Yes

U No

Has the Employee Returned Card Access/Proximity Card for Buildings?

O Yes
O No

Continued on next page...
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Will the Employee need to return these devices/items or have access removed?

O Teams Phone

O Cell Phone

O Pager

O Desktop Computer
U Laptop Computer
O Tablet

O 2 Factor FOB

O T-card

O P-card

O iStores

Comments and Special Instructions - Exit

Have the tasks on the Exit Inventory been completed?

O Yes
0 No

@heck this box when complete and ready to submit - Exit

Thank you for completing the request.

4. Distribution Lists Notified
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Employee Onboarding Detailed

1. ERHR Initiates ETNF

2. Supervisor receives e-mail notification that ERHR has initiated the ETNF for a new employee.
3. Supervisor Completes the following fields:

New Employee Supervisor Information

Submit as soon as possible prior to start date to avoid delays in employee pay and access to resources. Once "Save" is pressed, initiation of all tasks

begins.

In 2 day's time, a reminder message will be sent requesting additional employee information such as Net ID, UIN, and additional information relevant
to setting up access to resources.

Supervises Others?

O Yes
O No

New Shop Code

Previous Shop Code

Room/Office Number

Needs A Name Plate?
O Yes
O No

Preferred Name

If other than Full Name, such as what should be on a Name Plate
Shops Needing Blood Borne Pathogen Training

04 - Plumbers

07 - Laborers

10 - Brick Masons

12 - Grounds -

If your employee is part of the above shops, please select which shop. A staff member will contact the hiring manager/supervisor to schedule BBP training after receipt of the form indicating

training is needed. For questions, please contact Safety and Compliance (244-1840). This is required for the above shops.

Continued on next page...

Last Updated — 5/29/2023 Page 7 of 17



Facilities & Services ETNF Processes, Instructions and Workflow
UNIVERSITY OF ILLINOIS URBANA-CHAMPAIGN Updated May 29, 2023

Needs Key Access to Buildings/Rooms - New Employee

O Yes
O No

For questions, please contact the Key Shop (333-8790) Please remember to fill out the "Key Request Form” which can be found on ERIN. That is the form that actually orders the keys.

Needs Card Access/Proximity Card to Buildings/Rooms - New Employee

O Yes
O No

For questions, please contact Card Access Requests (300-5432)

Needs a P-card or T-card?

O P-card
O T-card

Needs to Purchase from iStores?

O Yes
O No

Comments and Special Instructions

*Grant Permissions like an existing User (email address)*

user@example.com

If you are requesting to mirror a ‘manager’ or ‘supervisor', the new person will also get ALL the same access, things like HR shares, manager shares, manager/HR email groups etc. It should
be strongly discouraged for a non manager to have their permissions made the same as a manager.

Will the Employee need the following?*

J None

J Teams Phone Number

[J Desk Phone

[J Cell Phone

O Pager

[J 2 Factor FOB

[J Computer

E-911 Acknowledgement required before Teams can be setup. If employee type is Undergrad, they are not allowed to receive a Teams device. A staff member from the Information

Technology Department (IT) will be in contact with the hiring manager/supervisor for further information related to these items. For questions, please contact IT, (244-6350)

Comments and Special Instructions for Employee Access

For additional configuration/software etc. please go to The IT Support Desk ticketing system

@ eck this box when you have completed this request.
Supervisors who check the approval box at bottom of form and press the “Save” button are authorizing tasks and associated expenditures. When you check the box, you are authorizing this

change.

Save

4. Distribution Lists Notified.
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Employee Shop Transfer Detailed

1. ERHR Initiates ETNF
2. Supervisors (current and new, if applicable) receives e-mail notification that ERHR has initiated the

ETNF for a new employee.
3. Current Supervisor Completes the following fields:

Shop Transfer - Current Supervisor Information

Need Key Access to Buildings/Rooms removed.

O Yes
O No

Needs Card Access/Proximity Card to Buildings/Rooms removed

O Yes
O No

Comments and Special Instructions for Acess Removal

New Supervisor Net ID - Shop Transfer

QGN—OFF: Current Supervisor Section Complete

4. New Supervisor completes the following fields:

Shop Transfer - New Supervisor Information

Supervises Others? - Shop Transfer

O Yes
O No

Effective Date - Shop Transfer
mm/dd/yyyy

New Shop Code - Shop Transfer

Previous Shop Code - Shop Transfer
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Room/Office Number - Shop Transfer

(If existing. If not existing, see below.)

Needs New Office Space? - Shop Transfer
O Yes

O No

Needs Name Plate? - Shop Transfer

O Yes

O No

Shops Needing Blood Borne Pathogen Training - Shop Transfer

04 - Plumbers =
07 - Laborers

10 - Brick Masons

12 - Grounds -

If your employee is part of the above shops, please select which shop. A staff member will contact the hiring manager/supervisor to schedule BBP training after receipt of the form indicating

training is needed. For questions, please contact Safety and Compliance (244-1840) This is required for the above shops.

Need Key Access to Buildings/Rooms - Shop Transfer

O Yes
O No

Needs Card Access/Proximity Card to Buildings/Rooms - Shop Transfer

O Yes
O No

For questions, please contact Card Access Requests (300-5432)

Needs a P-card or T-card? - Shop Transfer

O Yes
O No
In the case of a new employee or transfer, a staff member from Procurement Services will contact the hiring manager/supervisor to discuss what steps need to be taken at that time. For

questions, please contact Deb Caparoon, Procurement Services (300-3560)

Needs to Purchase from iStores? - Shop Transfer

O Yes
O No

*Grant Permissions like an existing User (email address)*

user@example.com

If you are requesting to mirror a ‘manager’ or ‘supervisor', the new person will also get ALL the same access, things like HR shares, manager shares, manager/HR email groups etc. It should
be strongly discouraged for a non manager to have their permissions made the same as a manager,

Comments and Special Instructions - Shop Transfer

@eck this box when you have completed this request. - Shop Transfer
1

en you check the box, you are authorizing this change.

Save

5. Distribution Lists notified.
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Employee Job Change Detailed

1. ERHR Initiates ETNF

2. Supervisor receives e-mail notification that ERHR has initiated the ETNF for a new employee.
3. Supervisor Completes the following fields:

Job Change Supervisor Information

Supervises Others? - Job Change

O Yes
O No

Effective Date - Job Change

mm/dd/yyyy

New Shop Code - Job Change

Previous Shop Code - Job Change

Room/Office # - Job Change

New Supervisor Net ID - Job Change

Needs New Office Space? - Job Change
O Yes

O No

Needs Name Plate? - Job Change

O Yes
O No

Continued on next page...
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Shops Needing Blood Borne Pathogen Training - Job Change

04 - Plumbers
07 - Laborers
10 - Brick Masons
12 - Grounds

-

If your employee is part of the above shops, please select which shop. A staff member will contact the hiring manager/supervisor to schedule BBP training after receipt of the form indicating

training is needed. For questions, please contact Safety and Compliance (244-1840) This is required for the above shops.

Needs Key Access to Buildings/Rooms? - Job Change

O Yes
O No
For questions, please contact either the Key Shop (333-8790)

Needs Card Access/Proximity Card to Buildings/Rooms - Job Change

O VYes
O No

For questions, please contact Card Access Requests (300-5432)

Needs a P-card or T-card? - Job Change

O P-card
U T-card
In the case of a new employee or transfer, a staff member from Procurement Services will contact the hiring manager/supervisor to discuss what steps need to be taken at that time. For

questions, please contact Deb Caparoon, Procurement Services (300-3560)

Needs to Purchase from iStores? - Job Change

O Yes
O No

*Grant Permissions like an existing User (email address)*

user@example.com

If you are requesting to mirror a ‘manager’ or ‘supervisor', the new person will also get ALL the same access, things like HR shares, manager shares, manager/HR email groups etc. It should
be strongly discouraged for a non manager to have their permissions made the same as a manager.

Comments and Special Instructions - Job Change

eck this box when you have completed this request - Job Change

pén you check the box, you are authorizing this change.

Thank you for completing the request.

4. Distribution Lists Notified.
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Distribution Lists

ETNF allows you to notify groups of individuals (distribution lists). These notified groups can then initiate their
internal process to assist with employee events, as appropriate. The following groups are notified once the
ETNF has been confirmed complete:

e Financial Operations

e Keys/Card Access

e CRC

e FIR

e HR

e iStores

e IT - Resource Access

e |T - Support Desk

e Occupational Safety and Health
e Pagers

e Payroll

e Procurement

e Service Office

¢ Tool Room
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Example E-mails

Exiting Employee — Supervisor to Complete

TEST EMAIL - ETNF - Exiting Employee - HR Complete, Effective Date: 2023-05-09, Dallas Schlosser

- € Reply % ReplyAll | = F
no-reply@illinois.edu D Reply D Reply orward 7]
To @ nduda@illinois.edu Tue 5/9/2023 9:05 AM

TEST MESSAGE
Original To: eas@illinois.edu

Eric Smith,

HR processing is now in-progress for the ETNF form for Dallas Schlosser. Please complete all remaining items.

Effective Date: 2023-05-09
Employee Category: Civil_Service

https://appserv7.admin.uillinois.edu/FormBuilderSurvey/Survey/uiuc_facilities_and_services/information_technology/fs_etnf5/Survey?formResponseld=1d938eb3-fa85-4b55-90f7-affd00944e07

Thanks!
Facilities and Services ETNF Application

Onboarding Employee — Supervisor to Complete

TEST EMAIL - ETNF - New Employee - HR Complete, Effective Date: 2023-05-29, Dallas Andrew Schlosser
@ no-reply@illinois.edu € Reply | € ReplyAll | = Forward || W || o

To @ nduda@illinois.edu Meon 5/29/2023 11:53 AM

TEST MESSAGE

Original To: dschloss@illinois.edu
Original Cc:
Original Bec:

Dallas Schlosser,
HR processing is now in-progress for the ETNF form for Dallas Andrew Schlosser. Please complete all remaining items.

Effective Date: 2023-05-29
Employee Category: Civil_Service

Thanks!
Facilities and Services ETNF Application
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Employee Shop Transfer — Supervisor to Complete

TEST EMAIL - ETNF - Shop Transfer - HR Complete, Dallas Schlosser

no-reply@illinois.edu G| D Reply O Repiy Al > Forward | || e
To nduda@illinois.edu Mon 5/29/2023 12:19 PM
TEST MESSAGE
Original To: dschloss@illinois.edu
Original Cc:
Original Bec:

Dallas Schlosser,

HR processing is now complete for the ETNF form for Dallas Schlosser. Please complete the Shop Transfer - Current Supervisor section.

Employee Category: civil_service

Thanks!
Facilities and Services ETNF Application

Employee Job Change — Supervisor to Complete

TEST EMAIL - ETNF - Job Change - HR Complete, [Question_ValueOf:full_name_job_change]]
@ no-reply@illinois.edu ) Reply | O Reply Al | —> Foward | | K

To @ nduda@illinois.edu Tue 5/9/2023 9:42 AM

TEST MESSAGE

Original To: dschloss@illinois.edu
Original Cc:
Original Bec:

Dallas Schlosser,
HR processing is now in-progress for the ETNF form for Dallas Schlosser. Please complete all remaining items.
Employee Category: Civil_Service

https://appserv7.admin.uillinois.edu/FormBuilderSurvey/Survey/uiuc_facilities_and_services/information_technology/fs_etnf5/Survey?formResponseld=3ac83245-fd4f-40a5-ae2c-affd009f567a

Thanks!
Facilities and Services ETNF Application
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Exiting Employee — ETNF Sent to Distribution Lists (Complete)

From: ne-reply@illingis.2du-<no-reply@illingis e

Diate: Friday, May 5, 2023 2t 8:02 AM

To: Duda, Nikkole <nduda@illinois.edux

Subject: TEST EMAIL- ETNF - Employes Exit, Efective Date: 2023-05-08, Nikkolz Duda

TEST MESSAGE
Original Te: nduda@illinais edu
Original Ce: ndudadillinis. edy

Original Rec: easillinois edu, ilinis.ed, pellsonilinals edy, yllingis ed, blstei@illngis ed, s, e, kardilinais edy sy Inols.eds, fsservicacfficailings.edu, ilois ey, o lincis e, ilinais e, goned @ilincls. ad, hgareiafilins edu,
s @ilins. e, i i, oo i e, uckers @illngis. e, watki is.ech, cechloss @il edy, pas@illnais edu, ijalkouilinais.edy, frivera@ilingis edu, Kimee rayi@ilingis ad, ilinais edl, olber @ilinoi e, fa inois, &, illinis. ey

Hikkale Duda, ndudad@illingis.edu bas submitted infarmation on an Exiting Employee.

This is ta infarm you thist an Emplayes by the name of Mikkale Duda will be leaving FAS, their list day of emgloyment with FES will be 2023-05-08,

The fellawing ites are impartant t nate:

Emplayee Name: Nikkok: Duda

Cmplryes Tithe: Business Anlayst

UIN: 664548793

Net |0z nduds @illinais.edy

Exitng Type: Retirement

Shap Code: C§

Current Supervicar Mame: Rlikkols Duda

Current Director Name: Brad Trankina

Thank yau,
The F&S ETNF Team

Employee Onboarding — ETNF Sent to Distribution Lists (Complete)

From: no-reply@illinois. edu <no-reply@illinois.edus

Date: Thursday, May 4, 2023 3t 1:22 P

Tao: Duds, Mikkole <nduds&illinois.sdus

Subject: TEST EMAIL - ETHF - Mew Employse - Resource Access, Effective Date: 2023-05-03, Nikkole Duda

TEST MESSAGE

Criginal To: jdbeandti@illingis edu, kruminsi@illinais edu, rwinterbi@illinois edu

Original Coo mifan cher@illinois edu

Original Bee: dschloss@illingds. edu, easiillines.edu, fijalkov@illinois edu, fivera@illineds.edu, kmeerawi@illingis. edw, lexum@illinois edu, sliverl@illinois edw, ratcheva@illineds.edu, sarshadd@illineds. edu

Mikkaole Duda, nduda@illinoks.edy has submitted information on a Mew Emplopae.

This is ta infarm yau that a New Emplayee by the name of Mikkole Duda will be starting with F&S on 2023-05-08.

Here is the refated information an the New Cmiployee:

Het ID: nduda@illinais & du

UIN: BE4548793

Emplayes Categary: Crwil_Servipe

*Grant Permissions ke an existing User [Name): mmboyme @illinos. edu

Camments and Special Inidructions: test

Should you nead ta sdd additional infarmation about the employee, pleases return to the website at:
hitps- o pase rv 7 admin uillinges edu,Fo rmB wild erS wree y S wiue Facilities and serdices/information technol fs_etnfS,

Thank yau,
The F&S ETHF Team
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Employee Shop Transfer — ETNF Sent to Distribution Lists (Complete)

Subject: TEST EMAIL - ETNF - Shop Transfer, Difective Date: 2023-05-08, Mikkale Duda

TEST MESAGE
Onginal Ta: ndudag@dingis.edu
Original £c: poucailinas edy

Original Ber: ady ach, harmghilinedz ey, sasilins ek, loum@ilins e -y y i ntu, adly e, -y Pt gones? i u
| o= i lincits v, labveylinaks ec, u, tul s, wathinsyiill u, sy, easi@incis ey, fijakogbilinols.edu, frveragillingis.ech, s s md, ook s ey

tikkolie Duda, nuda@ilinoks edu has submitted information ona Shop Trarsfer.
This ks e Inform yau that an Employes by the name of Nikkole Duca had a Shap Transfer acour on 202305 08
The follcwving lberms are impartant to nate:

Emplyee Mame: Nikkole Duda

Empikyee Title: Business Analyst

Employee Categary:

Superses ihers? Mo

Mew Shop Code: S

Prvious Shop Code: £5

Mew Supervisoe Name: Nikkole Duda

aaom/office Number: 21

Mesds a Name Flate? Ves

Part of 2 Shop Neesing Blood Borme Pathogen Trairing?

e Acrass to Buldings/Rooms - Keys andfar (Card? Yes

“Which Sulcings? 0158

‘Which Soams? 20

Meeds a P-card ar T-canc? Vs

Mescs ba Purchase from iStores? No

Commanes and Speclal Instructiors: best

Thank you,
The F&S ETHF Team

Employee Job Change - ETNF Sent to Distribution Lists (Complete)

To: Duda, Nikkobe <nduda@illinois edu>
Subject: TEST EMAIL - ETNF - Job Change, Effective Date: 2023-05-08, Nikkole Duds

TEST MESSAGE
Original To: pduda@illinois edy

Original Cc: ndudad@illingis.edy
Oviginal Bee: sau@ilinis.adu, loumDillinsis edu, pallican@illinais edu, smeeurry Bilingis adu, bleits@illinais edu, eakupberillinni ady, kamd @illinois.edu, el du, F iceiillingis idu, transtesm ilinsis edu, slipillingis sdu, dhunk@illingic edu, gonead Sillinnis ady, hyarciaillinois. ady,
Hiones1 @illingis, e 5 o d 4 edu, gas@illinis,ed 4 e e i ch e o

ikl Duda, aduds@ilinos, edu has submitted infarmation on & Jab Change.
This is ta infarm you that an Emplayes by the name of Nikkale Duda has had 3 Job Change accur on 2023-05-08,
The Following items are impartant ta nate:

Empkrpce Name: Nikkole Duda

Employes Title: Business Analyst

Empkepee Categary: Civil_Service

Supervises Dthers? No

New Shop Code: PS Previeus Shop Code: (S

Wew Supervisar Names Nikkole Duda Current Supervisor Narme: Nikkols Duda

Room/Office Humber: 21

Nesds 3 Name Plate? Yes

Pasrt af & Shop Needing Bload Borne Pathogen Trsining?
Nesds Access to Buildings/Rooms - Keys and/or iCard? Yes
Which Builfings? 0158 Which Roams? 20

Weeds a P-card ar T-card? Pcard

Nesds to Purchase fram iStores? Yes

Camments and Special nstructions: - test

Thank yau,
The F&S ETNF Team

Last Updated — 5/29/2023 Page 17 of 17



