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Before submitting a Separation Request: 

Note that if an employee is transferring (Lateral, Promotion or Demotion) within the Maryland Judiciary, 

a 2-week notice from the employee is appropriate, but a Separation Request from the supervisor is NOT. 

That transfer process will be completed by Talent Acquisition and Employment Services. 

 

 

 

 

  

1. Once logged into Connect, 

click “MDJ My Page” and 

“Manager Self Service” 

from the menu. 

 

2. Click the “HR Forms” tile. 

 

 

 

 

 

 

 

 

 

3. Click “Separation_Request” 

from the left panel. 

 

4. Click the “Add a New 

Value” tab. This will open 

the form.  
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SEPARATION REQUEST INSTRUCTIONS - To view complete form instructions, Click the “Instructions” Tab. 

Note that an employee must give at least two weeks prior notice of resignation in order to resign from the Judiciary in 
good standing.  The Administrative Official can grant an exception based on unusual or extenuating circumstances. 
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After reviewing the “Instructions”: 

5. Enter Employee ID or 

click the search icon to 

find the Employee ID 

Number. 

 

6. Hit the TAB button on the 

keyboard.  The Employee 

Name will auto populate 

along with the Subject 

Line. 

 

7. Enter the “Effective Date 

of Separation” – This is 

one day after the 

employee’s last day of 

pay. 

 

8. Select the “Action” that 

applies (Retirement or 

Separation). 

 

9. Carefully select the 

“Reason” for the 

Separation. 

 

10.  More Information - 

Provide any necessary 

details in this area. 

 

11. Click “Save”. 
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Upon clicking the “Save” button, the top 

of the Separation Request will show a 

Sequence Number, a “Preview 

Approval” button and “Submit” button. 

The “Preview Approval” will show you 

the approval path for the probation form. 

“Submit” will submit the separation 

form for Approval. 

12. Before submitting for approval, 

you must click the Attachments 

tab to attach supporting 

documentation (Resignation or 

Termination Letter). 

 

13. Click “Attach” to open the File 

Attachment box. 

 

14. Click “Choose File” to search 

your computer for the file you 

saved for the probation report 

(Save as a PDF). 

 

15. When you have located the file, 

double click on the file name to 

attach it. 

 

16. Click “Upload” to upload the 

PDF document to the probation 

form. 

 

17. Click the “Form” tab to return to 

the main page. 
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You should now be back on the 

Probation Report page. 

18. Click “Submit” to send for 

approval. 

 

19. Upon submitting, you will 

see that the report is 

pending approval, and 

who it is routing to for 

approval. 


