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When do I do the separation process?

When the employee was eligible for vacation or sick leave or a 
participant in SURS and appointed in one of the following 
employee groups
– Faculty/Other Academics

• Employee class begins with A (AA, AC, etc.)
– Academic Professional 

• Employee class begins with B (BA, BC, etc.)
– Postdoctoral Research Associates

• Employee class begins with P (PA, PB)
– Civil Service

• Employee class begins with C or D (CA, CC, DA, DK, 
etc.)

– Graduate Assistants – only if paid on a 12 month basis
• Employee class is GA
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Why do we need a separation process?

• To stop paying the employee
• To pay any compensable benefits the 

employee has earned (vacation and/or 
compensable sick leave)

• To report to the State Universities Retirement 
System (SURS) that the employee will no 
longer be making contributions.

• To report the amount of unpaid sick leave 
that the employee may use for additional 
SURS service credit upon retirement from the 
University.  The employee should contact 
SURS for additional information.
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Overview of Separation Steps

1. The Home Org Unit starts the HR Transaction Checklist 
to end the job(s) and initiates the DART Separation form 
(DO NOT SUBMIT DART SEPARATION FORM YET).

2. The Home Org Unit provides a copy of the Employee 
Exit Form (for faculty/other academic, academic 
professional or graduate assistant)

3. Unit routes HR Transaction Checklist with supporting 
evidence of separation of employee from the University  
(such as a resignation letter) through all units with jobs, 
to the College/Administrative Unit(s) and on to Central 
HR (AHR for Academics and SHR for Civil Service 
employees)
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Overview of Separation Steps (cont’d)
4. Based on HR Transaction Checklist and other 

information, Central HR ends the job(s).  There are 
additional steps that need to be taken if the 
employee has a job that is a 9/12 or 10/12 and is 
leaving before the end of their contract.  Refer to 
step by step instructions for more detail.

5. Final Regular Pay occurs – no Unit action required 
for final regular pay

6. For an academic employee:  Unit adjusts 
academic vacation and sick leave balance on 
PEALEAV by checking accruals and entering leave 
Taken to obtain the Final Balance at Separation.
For a civil service employee:  change to 
PEALEAV come through time reporting (PHATIME) 
and any additional adjustments are made by Staff 
Human Resources.
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7. Dart Form – Unit enters all required information and
• Verifies hourly rate (or enters a manual rate).  This is the rate that will be used for 

vacation and/or sick leave payout calculation.  If you need assistance call 265-
6549.
• Note that only jobs active within the past 60 days will be displayed
• Zero percent jobs will display in a separate section of the form and the unit 

should determine whether to calculate and enter a manual rate including a 
zero percent job.

• Indicate whether or not the employee is due a vacation and/or compensable sick 
leave payout by clicking on the appropriate radio button for the question “Does 
this employee require a payout for which a pay adjustment will be initiated 
through Banner?” as well as indicate the payout or no payout information in the 
comments

• If there is compensable leave to be paid out (vacation, compensable sick leave or 
Civil Service comp time), indicate in the Comments section the number of hours, 
hourly rate and total amount being paid. Note that these Comments, PEALEAV 
and the comments on the Pay Adjustment need to be consistent.

• If there is to be no payout, PEALEAV must also reflect zero in the Current 
Available

• If the employee is going to waive payment of any compensable sick leave for 
SURS service credit, this must be in the Comments section.

• Unit changes Status to “Unit Submitted” and clicks SUBMIT
• Unit notifies College of separation form waiting in DART for approval

Overview of Separation Steps (cont’d)
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Overview of Separation Steps (cont’d)
8. Dart Form – College reviews for accuracy and, if correct, changes status to

“College Approved” and clicks SUBMIT (if corrections are necessary, College 
returns form to unit by changing status to “In Progress” and clicks SUBMIT.  
College will need to notify unit that the form has been returned). 

9. Dart Form – Once in College Approved status, HR reviews, ensures jobs are 
ended and PEALEAV matches the Comments section, changes status to 
“HR Approved.”

10. Dart Form – Once in HR Approved status, Unit processes Payroll Adjustment 
(PZAADJT) through Workflow for final leave payouts using the applicable 
earn code (Vacation = ATV, Sick Leave = ATS, Sick Leave Waived = ATW, 
Comp Time = PCM).  In the Comments section the unit needs to indicate the 
number of hours, hourly rate and total amount being paid for each leave 
category.  The Unit needs to also note if the employee is waiving any 
compensable sick leave for service credit.  If the employee is Civil Service 
and has a comp time balance in PEALEAV, the balance will need to be 
reflected in the Dart Comments and an adjustment will need to be done using 
the earn code of PCM.  The DART hourly rate must equal the rate used on 
the Payroll Adjustment and hours reflected on the Payroll Adjustment must 
match hours on PEALEAV.  If the employee is less than full time, indicate 
max vacation payout in comments on PEALEAV, Separation form and 
Payroll Adjustment.  Also need to indicate in comments if employee is due 
VACC.

11. Pay Adjustment – Payroll reviews Dart for hourly rate to be paid and Banner 
for PEALEAV balances.  If all matches, Payroll processes pay adjustment.  If 
not, adjustment will be returned to Unit for correction.
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Overview of Separation Steps (cont’d)

The Unit is now finished with their portion of the 
Separation process.  

Steps 12 through 16 will be taken by Central HR and 
Payroll.



9

The following steps are informational only,
no action is required on the part of the Unit.

12. Dart Form – After the pay adjustment is paid, Payroll inputs Last 
Paid Information and changes status to Payroll Processed

13. Dart Form – Once Payroll Processed, HR makes any required 
adjustments to PEALEAV for reporting to SURS

14. Banner – HR terminates (PEAESCHs) employee and ends all 
deductions

15. Dart Form – HR changes status to Separation Complete
16. SURS Notification - An automated process sends Separation data to 

SURS based on Dart form and Banner data. 
17. Banner – Central HR does any required final PEALEAV cleanup

Overview of Separation Steps (cont’d)
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Separation Process

Step by Step Detail
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Step 1– Home Org Unit completes HR 
Transaction Checklist to end the Job(s)

Important Notes
• If the employee has multiple jobs, please note in 

Memo area of Checklist “End all jobs, leaving 
University” and give end date of job(s) along with 
reason for separation.  

• If employee is in a 9/12 or 10/12 job and is leaving 
before the end of their contract, indicate this in the 
Transaction Comments.  Step 4 describes how 
Central HR and Payroll will work with the Unit to 
ensure correct payment of the remainder of contract.
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Step 2 – Home Org provides a 
copy of the Employee Exit Form 
to the Employee (if employee is 

faculty/other academic, academic 
professional or graduate 

assistant)

http://www.ahr.uiuc.edu/ExitInfo/index.htm
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Step 3 – Home Org Unit routes HR Transaction 
Checklist

• Home Org Unit routes HR Transaction 
Checklist through all Units with active jobs 
and through the College/Administrative 
Unit(s) and on to Central HR

• Include supporting evidence (such as a letter 
of resignation)

• Initiate DART Separation Form (BUT DO 
NOT SUBMIT YET)
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Step 4 – Central HR ends the job(s)

• Based on the HR Transaction Checklist and 
supporting documentation, Central HR ends the 
job(s), to stop the regular pay.

If employee has a job with deferred pay (9/12 or 
10/12) and is leaving before the end of their 
contract:

• Central HR will need to set up a deferred pay job 
with a DP suffix to be used for the remainder of the 
pay owed to the employee.

• Unit solicits the assistance of Academic Human 
Resources (244-2400) to determine the amount to 
be paid then initiates payroll adjustment(s) for the 
remainder of the pay owed on that DP suffix job.

(NOTE:  Payment of Deferred Pay is considered part of 
the final regular pay)
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Step 5 – Final regular pay occurs

• Note: No action required by the Unit at this step.  The 
employee must receive final regular pay before
proceeding to Step 5

• The final regular pay process affects leave balances 
because the accruals will be updated

• Payout of compensable leave balances cannot be 
done prior to the employee receiving the final regular 
pay and the resulting final accruals occurring in 
PEALEAV
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655555555 Jimmy Buffet

Step 6 – After the final regular pay, Unit
Enters PEALEAV data

655555555 Jimmy Buffet

COORD  OF PRGMS
COORD OF PRGMS

Final Balance at Separation

Final Balance at Separation

Academic:  On PEALEAV, Home Org Unit inputs hours of leave Taken on appropriate job(s), 
enter actual date of separation in the Date Available field and enters the Change Reason of  
‘Final Balance at Separation’, save the changes.  Go back to Employee Leave Balance Totals to
ensure the final numbers are correct.

Civil Service:  PEALEAV will update through normal time reporting, any adjustments will be 
made by Staff Human Resources.
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Step 6 (cont’d)– After the final regular 
pay, Unit adjusts PEALEAV

For Academic PEALEAV information:

• The SURS automated program will report the appropriate 
amount of vacation and sick leave to SURS after the DART 
Separation Form reaches “Separation Complete” status. 

• Any further PEALEAV adjustments required will be handled by 
Central HR.
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What numbers should the employee know?

Vacation (VACA): Employee will be paid for all unused hours of vacation up to 
a maximum of 384 hours/48 days (for Academic full-time); for Civil Service 
employees, maximum will vary, balance shown in PEALEAV should be paid.
Vacation (VACC):  Employee will be paid for all unused hours of VACC
Non-compensable sick leave (SICK):

University will report to SURS unpaid/unused, cumulative sick leave
Compensable sick leave (SICC):  Employees hired between January 1, 1984 
and December 31, 1997 may be paid for up to half of their compensable sick 
leave, or they may waive the compensable half and use for SURS credit in lieu of 
payment.  The unpaid half is reported to SURS and can be used for SURS credit 
if the employee retires within 60 days of separating from the University.

Example of benefits paid out 
and information reported to 
SURS:  

SICK =  615.28 hours unpaid

SICC = 151 hours (302/2) to be 
paid (if hours were not waived 
for SURS credit) 

TOTAL = 766.28 unpaid sick 
leave reported to SURS

VACA =  384 hours to be paid

VACC = 32 hours to be paid

655555555 Jimmy Buffet
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Step 7 - DART –Start the Separation 
Form

Select
Administrative 
Transactions
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Step 7 (cont’d) Dart – From Administrative 
Transactions select the Separation link

Select
Separation
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Step 7 (cont’d)  - DART Separation Form

Unit enters the employee’s UIN and clicks on Create to start 
the Separation form (Name, Home Org, Eclass, Position 
information will default into Separation form)
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Step 7 (cont’d)  - DART Separation form-Unit 
Completes/Submits 5.  Unit changes 

Status to Unit 
Submitted

6. At bottom of 
form click on 
Submit

7. Unit notifies 
the College to 
approve.

•Note that only jobs active within the past 60 days will be displayed
•Zero percent jobs will display in a separate section of the form and 
the unit should determine whether to create a manual rate including 
a zero percent job.

1. Unit enters required 
information

2. Verifies the 
calculated hourly 
rate(s) for leave 
payout. 

3. If necessary they 
enter a manually 
calculated hourly 
rate.

4. Use Comments 
area to reflect 
vacation/
compensable sick 
leave payout 
information

655555555
Jimmy
Buffet

If corrections 
need to be 
made after 
the form has 
been 
submitted, 
the unit 
should 
contact the 
College 
approver to 
have the form 
put back in 
“In Progress”

status
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Step 7 (cont’d)
An employee may have had a 0% job that needs to be used 

in the determination of the weighted hourly rate to be used for 
vacation and sick leave payout.

0% job

Manually 
calculated 
rate
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Step 8 (cont’d)- DART form - College uses 
Separation Status Search Form (Unit should 

also track the Separation Form by going to the 
Separation Status Search Form)
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Step 8 (cont’d) - DART form - College enters 
Name or UIN and clicks Search to access the 

Separation Form
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College Approved

Step 8 (cont’d) - DART form - College changes to College 
Approved

If corrections 
need to be 
made after 
the form has 
been 
approved, 
the College 
approver will 
need to 
contact HR 
to have the 
form put 
back in “In 
Progress”
status
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655555555
Jimmy
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HR Approved

Step 9 – DART - HR changes to HR Approved status

HR checks that all jobs have ended and changes status of DART form 
to HR Approved
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Step 10 –Payroll Adjustment for compensable leave 
payouts – same for Academic or Civil Service

Once final regular pay has been received and the Dart form 
is in HR Approved status……..

• Unit should initiate Payroll Adjustment for any vacation and compensable sick 
leave payout, indicating in the PZAADJT comments: 
– hourly rate
– hours paid for each appropriate Earn code 

• Terminal Vacation payout – ATV
• Terminal Compensable Sick Leave (SICC) payout – ATS
• Sick Leave Waived (SICC) – ATW
• CompTime (for Civil Service only) - PCM 

– total amount being paid
Note:  when preparing the adjustment, you must enter the same total hours in 

one of the “day” columns as is in the total hours column; failure to enter this 
amount in a day column will result in an error message.  Do not enter “1” in 
the day field, representing a unit or one hour, again, an error message will 
result indicating “totals do not match.”

• If over-payment has occurred, the Unit works with the employee and Payroll on 
repayment of money owed the University.
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Pay Adjustment (PZAADJT) – Payroll reviews the payroll 
adjustment, compares to DART separation form for hourly 
rate to be paid and PEALEAV balances in Banner. 

If all matches, Payroll processes payroll adjustment.  

If there is a discrepancy, the payroll adjustment will be 
returned to Unit to make necessary corrections.  Once 
corrections have been made, Unit will need to resubmit the 
payroll adjustment through Workflow.  (For assistance with 
payroll adjustments call the Urbana Payroll Customer 
Service at 265-6363.)

Step 11 –Payroll Adjustment for compensable 
leave payouts – same for Academic or Civil Service
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The Unit is now finished with the Separation 
Process  

Steps 12 through 16 will be taken by Central 
HR and Payroll


