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ETNF Flowchart 
 

 

 

 

ETNF Routing Triggers: 
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ETNF Instructions (Summary) 
 

Employee Exit Summary 

 
1. Employee tells supervisor that they intend to leave the job. 
2. Supervisor gets the resignation letter from employee, and emails HR rep. 
3. 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  

4. Employee or Supervisor returns completed Exit Form to ERHR Representative 
5. 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. 
6. ERHR initiates the ETNF: Employee Transition Notification Form (ETNF). 

6.1. Distribution Lists Notified 
6.2. Supervisor notified. 

7. Supervisor completes the ETNF 
8. Supervisor disposes of the badge.  
9. Supervisor confirms the ETNF tasks are all completed. 
10. Distribution lists are notified 

 

Employee Onboarding Summary 

 
1. 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 UI  
NewHire 

2. ERHR initiates, in relevant part, the ETNF: Employee Transition Notification Form (ETNF). 
3. Supervisor receives notification that an ETNF has been initiated and supervisor completes all remaining 

items.  
4. Supervisor confirms the ETNF tasks are all completed. 
5. Distribution lists are notified. 
 
 
 
 

 

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/
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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 

2. ERHR initiates the ETNF: Employee Transition Notification Form (ETNF). 
3. Current Supervisor completes the ETNF 
4. New Supervisor completes the ETNF. 
5. Distribution Lists Notified. 

 

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 initiates the ETNF: Employee Transition Notification Form (ETNF). 
3. Supervisor completes the ETNF. 
4. Distribution lists notified. 
  

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/
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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: 

 

 

Continued on next page… 
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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: 

 

 

Continued on next page… 
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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: 

 

 

4. New Supervisor completes the following fields: 
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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: 

 

 

Continued on next page… 
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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: 

 

• Financial Operations 

• Keys/Card Access  

• CRC 

• FIR 

• HR 

• iStores 

• IT - Resource Access 

• IT - Support Desk 

• Occupational Safety and Health 

• Pagers 

• Payroll 

• Procurement 

• Service Office 

• Tool Room 
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Example E-mails  
 

Exiting Employee – Supervisor to Complete 
 

 

 

Onboarding Employee – Supervisor to Complete 
 

 

 

 

 



  

 
 
 
 

Last Updated – 5/29/2023  Page 15 of 17 

 

ETNF Processes, Instructions and Workflow 
Updated May 29, 2023 

 

Employee Shop Transfer – Supervisor to Complete 
 

 

 

Employee Job Change – Supervisor to Complete 
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Exiting Employee – ETNF Sent to Distribution Lists (Complete) 

 

Employee Onboarding – ETNF Sent to Distribution Lists (Complete) 
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Employee Shop Transfer – ETNF Sent to Distribution Lists (Complete) 

 

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

 


