


User Separation 

Comments 
Please add any comment related to this employee separation 

Attach any Supporting Documents 

Is the separating employee an approver in Procure to Pay? * 

Yes 

Replacement Procure to Pay Approver* 

Kennyle Johnson 

Is the separating employee an approver in Jira?* 

Yes 

Replacement Jira Approver* 

Kennyle Johnson 

Effective Date/Time* 

4/3/25 5:00 pm 

Request Access to User's Data? * 

Yes 

OneDrive: Copy personal workspace files/folders from separated user to personal 
workspace of user gaining access. 

Email: Change the separated user's email to a shared mailbox and grant access to the 
user gaining access. 

Network File/Folder: Copy files/folders from separated user's home directory to the 
home directory of user gaining access. 

PC (local folders or files): Copy local files/folders from separated user to a folder in the 
network directory of the user gaining access. 






















































































































