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Submitting a Termination eForm 

This example guide provides how to submit a termination 
eForm. It includes a step-by-step instruction on how to 
navigate to the submission portal, enter the necessary 
information, and attach relevant documents. If you need to 
submit a termination eForm, this guide will help you do it 
correctly and efficiently.  

 

1. Navigate to htps://ww.utyler.edu/utshare/ 
 

2. Click “PeopleSo� HR-Payroll and Finance Login” 

 
 

3. Follow the Login prompts, select UT Tyler as the ins�tu�on if requested 

 

https://ww.uttyler.edu/utshare/
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4. Click on the eForms Tile 

 
 
Tip: If you don’t immediately see the eForms �le you may need to navigate 
to “Workforce Administrator” view screen, via the drop-down menu at the 
top of the page. Image below: 

 
 

5. Select “Create New Request” 

 
 

6. Click on the Ac�ons dropdown menu and select “Termina�on” 
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7. In the jus�fica�on box, please include the reason for the termina�on and 
any other per�nent details.  

 
 

8. Enter the Employee ID, or use the search feature to find the employee’s 
name and Employee ID. 

 
 

9. Once the Employee ID has been entered, please click on the “Change 
Address” check box to update physical or email address for W2 forwarding.  

 
 
Tip:  If your employee is transferring to another state agency, please select 
the “Transfer to State Agency” box. Otherwise, leave blank. 

 
 
If the employee is re�ring with UT Tyler as a TRS Re�ree, select the TRS 
Re�rement box. Otherwise, leave blank.  
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10. Enter the last Date Worked 

 
 
Example: Mr. Smith’s resignation letter states his last day with the University 
will be June 1st.  
In this example, you will put the “Last Date Worked” as June 1st on the 
eForm. 
 
 

11. Enter the Job Data Eff Dt 

 
 
Tip: Once the “Last Date Worked” field has been entered, the “Job Data Eff 
Dt” will automa�cally populate for you.  
 
Tip: “Last Physical Date Worked” will only be needed if employee is using 
vaca�on �me before the termina�on date. Otherwise, leave blank. 

 
 
 

12. Select Reason 1 drop down menu and choose corresponding reason.  

 
 
Tip: Voluntary will always be used for a resigna�on.  
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13. Select Reason 2 drop down menu and select the corresponding reason for 
termina�on. The op�ons will be different, depending on if “voluntary” or 
“involuntary” was selected in step 12.  

 
 

14. Click on the “Save” buton at the botom of the eform to save your dra�.  
Read any warning messages and click “OK”. 

 
Tip: You will not be able to upload your suppor�ng documenta�on un�l you 
have “saved” your dra�. Almost all termina�on eForms will require 
suppor�ng documenta�on to be atached.  
 
 

15. Upload atachments by clicking on the orange “Add/Delete” buton in the 
atachments sec�on.  

 

 
 
Tip: Once uploaded you will see a preview of your atachment.  

 
 

16. Once your atachments are added, click on the yellow “Submit” buton at 
the botom of the page.  

 
 
 
Your eForm is now submited and will route through approvals for final 
comple�on.  


