
Submitting a Resignation – Employee Service Center 
1. Open your Employee Service Center 
2. Click on Employee Records on the navigation bar on the left side of the page. 
3. Click the My Employee Resignation link to open the Employee Separation Notice entry point in a new window. 
4. Enter your Proposed Last Date of Work, and select your Separation Type and Separation Reason. 
5. Click the Upload button in the Attachment section to attach documents to your resignation submission.  You must upload an 

actual SIGNED resignation letter. 
6. Use the Dropdown to select the type of document you are attaching (Resignation Letter) 
7. Click the Submit button to submit your resignation. 
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