CASMIS User Guide

Out Processing

6.5 Out-Processing

CASMIS includes an Out-processing application that allows you to notify your human resources administration team, additional duties monitor, supervisor, and other affected staff of your departure.  Begin by selecting the Out-Processing application and selecting a departure reason and expected departure date.  Complete the To Org, Forwarding Address, City, State, Postal Code and Phone fields.  You may print you organization out-processing form, send email notifications, or save your out-processing entry.  Print an out-processing form by selecting the Print OP form, send email notifications by selecting Send, and save your out-processing entry, but take no action, by selecting Save.  Cancel clears the out-processing form. 
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Print your organization’s unique out processing form.  This form may require additional signatures before out processing is complete 





Send notification of your out processing to affected organization staff 





Saves out processing data without printing an out processing form or notifying affected staff 





Cancel out-processing 





Out-processing data entry area
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