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Approve/Decline a Contract 
Termination: 
 
1. Approver receives a Fixed Term 

Contract Termination Approval 
email notification. 

2. Click on the employee name link 
in the body of the email. 

3. The review request is displayed. 
This is read-only. 

4. File attachments (optional). 
5. Add comments (optional). 
6. Click Approve Termination or 

Decline Termination. 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 (continued) 

Approve will notify the Staff Member and 
workflow the task to Human Resources for 
action. 

Decline will workflow the task back to the 
School Contact for further action and 
resubmission. 
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(continued) 
 

 
 
 

 
Further Information 
 
If you require further information please contact the HR Service Centre at 8313 1111, complete the online enquiry form or view CRAFT 
FAQs. 
 

 
 

7. The Form Finalised page is 
displayed. 

8. Close the page or Sign out of 
PeopleSoft. 

The Process 
Visualiser screen 
indicates who the 
request has 
workflowed to. 

http://www.adelaide.edu.au/hr/about/service-centre/enquiry/
http://www.adelaide.edu.au/hr/docs/craft-faqs.pdf
http://www.adelaide.edu.au/hr/docs/craft-faqs.pdf
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