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Employee offboarding (including exit interview) in HCM PeopleSoft:
This job aid outlines the process for employees to complete offboarding prior to separation from employment. Employee Self-Service log in.

Processing Steps

Screenshots

Pre-Step: Offboarding
Alert Email

Once your separation
action has been approved
in the HCM PeopleSoft
system you will receive an
automatically generated
email alerting you to the
offboarding tasks that
require your attention. Pay
close attention to the
completion date in the
email.

From: HUAT@mailbox.sc.edu <HUAT @mailbox.sc.edu>
Sent: Monday, May 3, 2022 5:21 AM

To:

Subject: Offboarding tasks require your attention
Importance: Low

Dear Hamry Potter

Offboarding tasks associated to the following position are available for your review and updates:

Harry Patter
Research Specialist |

Please ensure completion of your assigned tasks prior to 5/31/2022. Select the link to begin the Offboarding process.
Failure to perform some of these Offboarding tasks could impact the accuracy of your final paycheck.
Thank you.

This is a system generated message. Do not reply to this message.

Employee Offboarding
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Step 1: On the main

Employee Self Service SO CAROLINA _
homepage click the Employee Self Service <
Offboarding tile.

OffBoarding Time and Absence Payroll Personal Details

© [Ged)

Last Pay Date 05/13/2022

Step 2: Click the > button OffBoarding

tO Cco ntin ue to the You have processes in progress
offboarding task list. N i o
Empl ID Empl Record Status Continue
S76763305 0 Completed 0 of 9 Steps
Employee Offboarding 2
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Step 3: Upon clicking the >
button in the previous OfSC Offboarding

Offboarding Employee 3

step, you are brought into Academic Program Director

the Offboard |ng Mark Complete

assignment.

Welcome to Offboarding ‘ Welcome to Offboarding
® Visited
Read all information on the Upload Letter of Resignation ™
(Optional) of S C =
Welcome to Offboarding ® Viies outh Carolina
. y ) Offboarding Employee 3
age. If you wish to request Verty Address for Final
p g y q . (\EOTETW'““O"S It has been a great pleasure to have you work at UofSC. We appreciate the time you've spent with us and are grateful for your many contributions. We wish you all the best!
. /isil ° °
a onhe-on-one EXIt Offboarding Instructions:
. . . . Manager Checklist . Pri o i - - , " i . "
|nterV|eW, sim p |y CI|Ck the ~ Prior to your last day: Complete these Offboarding tasks to ensure a smooth departure. Failure to correctly perform some of these Offboarding tasks could impact the accuracy of your final paycheck.
I. k t h t t mportant: Mark each individual task as “Complete” to finalize this checklist.
In oreachou o you r f::z‘%i:‘a‘eg:mng Tiwe & « Exit Interviews: In addition to the exit survey included in this Offboarding checklist, one-on-one exit interview conversations may occur at your campusicollege/division/department and would be coordinated separately. To request a
a rea's ass' ned H R Serv'ce @ Visited one-on-one exit interview conversation, contact your HR S Team representative for more information. Please note that any disclosed concerns of discrimination, harassment, or sexual misconduct should, and will, be shared
g directly with the Office of Civil Rights and Title IX for approj follow-up. You are encouraged to contact them directly at 803-777-3854 or civilrights@mailbox sc edu
T Submit Final E « Campus-specific Offboarding Activities: These may happen concurrently and will be coordinated by your campus contacts.
€am. ubmit Final Expenses « Deadline to Access Self_Service and Offboarding: Access to view your final check, print paystubs. and update your mailing address to recaive your W-2, 1095-C. and other information will be available up to 45 days from your
® Visilod g ¥ print pay: pdate y g y p y Y

separation date
Understand Benefits and Final

You will retain access to o e
employee self-service for

Stay informed with job alerts

45 days from your date of ® voied
separation, so be sure to o
save any paystubs or tax v summary
documentation within this O ot Stanes
timeframe.

Click the Next button in the
top right corner.

Employee Offboarding 3 May 2022
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Step 4: Upon clicking the
next button in the previous
step you are brought to the
optional step to provide
your letter of resignation.

If you wish to provide this
attachment, click the Add
Attachment button and
follow the on-screen
prompts to upload a
document from your
device.

Once you’ve uploaded your
letter of resignation, or if
you’ve decided to skip this
step, proceed to click the
Mark Complete button.

Click the Next button in the
top right corner.

Welcome to Offboarding
@ Visited

Upload Letter of Resignation
(Optional)
® Visited

Upload Letter of Resignation (Optional)

You have not added any attachment

markcomslelel ‘ | £ Pravious || Next ¥

Employee Offboarding
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Step 5: Upon clicking the
next button in the previous
step you are prompted to
review your home and
mailing address. It is
imperative to update this
information if you are
moving from your current
residence so that UofSC
can send final
communications (including
the current year W2) to the
correct address.

To edit the home address
currently on file, click the
row and enter your new
address information. Click
the Save button.

If you need to add a
separate mailing address,
click the Add Mailing
Address button, and follow
the steps to enter the
address.

Click the Mark Complete
button. Click the Next
button in the top right
corner.

Welcome to Offboarding
@ Visited

Upload Letter of Resignation
(Optional)
© Complete

Verify Address for Final
Communications

Mark Complete

Verify Address for Final Communications

Home Address

212 Winding Oak Way

Blythewood, SC 25016-8029 Current >
Richland

<€ Previous Next 3

@ Visited Mailing Address
Sc Sbdc 1014 Sbdc Greene St
Manager Checklist Columbia, SC 29208-0001 Current >
@ Visited Richland
Address =

Employee Instruction

To save United States addresses at least one of the following fields must get populated: Address 1, Address 2, Address 3

Change As Of | 07/15/2022
Address Type Home
Country |United States Qa
Address 1 | 212 Winding Oak Way
Address 2
Address 3
City | Blythewood
State | South Carolina Q
Postal |29016-8029

County |Richland

Clear

Override Address Verification

Welcome to Offboarding
@ Visited

Upload Letter of Resignation
(Optional)
© Complete

Verify Address for Final
Communications
@ Visited

Manager Checklist
@ Visited

Mark Complete

< Previous |l Next )]

Verify Address for Final Communications

Home Address

212 Winding Oak Way

Blythewood, SC 29016-8029 Current >
Richland

Mailing Address

Sc Sbdc 1014 Sbdc Greene St

Columbia, SC 29208-0001 Current >
Richland

Employee Offboarding
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Step 6: Upon clicking the
next button in the previous
step, you are reminded to
submit final work time
and/or leave requests as
applicable.

Once you have submitted
all outstanding timesheets
and/or leave requests, click
the acknowledgement
button. Click the Save
button.

Clicking the Save button in
this step also marks the
task as complete.

Click the Next button in the
top right corner.

Welcome to Offboarding
@ Visited

Upload Letter of Resignation
(Optional)
® Complete

Verify Address for Final
Communications
® Complete

Manager Checklist
® Visited

Submit Final Working Time &
Leave Requests
@ Visited

Submit Final Working Time & Leave Requests

Prior to your last day: Submit all remaining time and leave requests for approval. Failure to submit time and leave requests could incorrectly reflect time and leave balances in your final check

For your convenience, Enter Working Time & Leave Request

DI acknowledge that all working time and leave requests have been submitted.

< Previous H Next > |

|

Welcome to Offboarding
@ Visited

Upload Letter of Resignation
(Optional)
© Complete

Verify Address for Final
Communications
© Complete

Manager Checklist
® Visited

Submit Final Working Time &
Leave Requests
© Complete

Submit Final Working Time & Leave Requests

£ Previous || Next >

Prior to your last day: Submit all remaining time and leave requests for approval. Failure to submit time and leave requests could incorrectly reflect time and leave balances in your final check

For your convenience, Enter Working Time & Leave Request

| acknowledge that all working time and leave requests have been submitted

Employee Offboarding
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Step 7: Upon clicking the
next button in the previous
step, you are reminded to
submit final expenses for
travel or other
reimbursable expenses.
This task also outlines
required processes for
those who are PCard, Team
Card, Travel Card, or
Business Expense prepaid
card holders.

Once you have submitted
all outstanding
reimbursable expenses
and/or taken appropriate
action for card holder
status, click the
acknowledgement button.
Click the Save button.

Clicking the Save button in
this step also marks the
task as complete.

Click the Next button in the
top right corner.

Welcome to Offboarding
@ Visited

Upload Letter of Resignation
(Optional)
@ Complete

Verify Address for Final
Communications
@ Complete

Manager Checklist
® Visited

Submit Final Working Time &
Leave Requests
© Complete

Submit Final Expenses
@ Visited

| < Previous Next >

Submit Final Expenses

Prior to your last day:

« Submit any outstanding travel or other reimbursable expenses. Failure to submit or approve travel or other reimbursable expenses could delay payment.

« Ifyou are a PCard, Team Card, or Travel Card holder please submit any outstanding monthly statements/expense reports. If leaving in the middle of a billing cycle, be sure to provide all receipts to your
business manager. Surrender your card if required

« If you have a Business Expense prepaid card, please submit final settlement to cards@mailbox.sc.edu and be sure to destroy the card
Failure to submit or approve travel or other reimbursable expenses could delay payment

Travel - Office of the Controller | University of South Carolina (sc.edu

DV acknowledge that all reimbursable expenses have been submitted

Welcome to Offboarding
@ Visited

Upload Letter of Resignation
(Optional)
© Complete

Verify Address for Final

Communications
© Complete

Manager Checklist
@ Visited

Submit Final Working Time &
Leave Requests
© Complete

Submit Final Expenses
© Complete

‘<3|e.im_s I Next >'

Submit Final Expenses

Prior to your last day:

« Submit any outstanding travel or other reimbursable expenses. Failure to submit or approve travel or other reimbursable expenses could delay payment.

« Ifyou are a PCard, Team Card. or Travel Card holder please submit any outstanding monthly statements/expense reports. If leaving in the middlie of a billing cycle, be sure to provide all receipts to your
business manager. Surrender your card if required.

« If you have a Business Expense prepaid card, please submit final settiement to ca

ailbox.sc.edu and be sure to destroy the card.
Failure to submit or approve travel or other reimbursable expenses could delay payment

avel - Office of the Controller | University of South Carolina (sc.edu)

| acknowledge that all reimbursable expenses have been submitted

Employee Offboarding
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Step 8: Upon clicking the

next button in the previous

Step yo uare p rOVId ed Welcome to Offboarding

detailed information to ® Visited
assist in understanding Upload Letter of Resignation
. . (Optional)
your benefits and final © Compicte
paycheck. Be sure to read Verify Address for Final
. . . Communications
all information provided. © Complete

Manager Checklist
® Vis

Click the Mark Complete

button. Click the Next e il o
. . © Complete

button in the top right

corner. e gl;:‘r;ie!‘:inal Expenses

Understand Benefits and Final
Check
® Visited

Stay informed with job alerts
@ Visited

Exit Survey
® Visited

%  Summary
O Not Started

MarkCompleteI l £ Previous ‘[ Next »

Understand Benefits and Final Check

South Carolina

When will | receive my final check? Final checks are based on whether you are paid current or on a lag. There are two options to determine if you are paid current or on a lag
1. Know your hire date. Employees hired before 04/01/2019 are paid current. employees hired after 04/01/2019 are paid on a lag.

2. Check your paystub for the pay group, located on the top center of the paystub. If your pay group has CUR at the end, you are paid current. If your pay group has LAG at the end, you are paid on a
lag

Employees paid current should receive final paychecks, including any annual leave payout, in the check cycle after their separation date
Employees paid on a lag should receive their final paychecks, including annual leave payout, approximately one month after their separation date.

When will my insurance end? Your insurance will end the first of the next month following the last day worked. We will mail the COBRA packet to the address on file. These forms can be accessed from
PEBA's website at w

For Transfers To Other State Agencies

Will my benefits transfer to my new PEBA covered employer? Your benefits will transfer to the new PEBA covered employer, however, your coverage will remain the same. It's important to Inform your
department and Benefits Office if you are transferring to properly transfer the benefits and leave to the new employer.

Will my annual and sick leave transfer to my new employer? You should work with your new employer for transfer of annual and/or sick leave from UofSC and submit the request to the Benefits Office at
hrleave@mailbox.sc.edu. You should work with your new employer to determine if you are eligible to transfer your unused annual and/ or sick leave from UofSC. If applicable, your new employer should
email a leave transfer request form to the Benefits Office at hrieave@mailbox sc.edu

Please note: You are ineligible to transfer your unused leave from and to a Research Grant or Time Limited Position

Employee Offboarding
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Step 9: Upon clicking the

next button in the previous

step you are provided the & Tieome e Oarihg
Optlon tO Stay Info rmed Uplqad Letter of Resignation
about future opportunities R, e
at UOfSC by Slgnlng up fjor gerify Address for Final
mmunication:
UofSC Job Alerts. If you're s
interested in learning of _
. . Manager Checklist
future openings, click the Ozt
||nk on thIS page Submit Final Working Time &
Leave Requests
© Complete

Submit Final Expenses
© Complete

Understand Benefits and Final
Check
@ Complete

Stay informed with job alerts
@ Visited

Mark Complete < Previous || Next

Stay informed with job alerts

South Carolina

You've been a tremendous asset to our team and we would absolutely welcome you back! There are always new opportunities at UofSC: new roles, programs, projects. We'd love for you to consider
UofSC home again in the future

sta. informed by signing up for UofSC Job Alerts. | Select role and positions of interest to you and automatically receive notifications in your email box of new employment opportunities in these areas

>

Employee Offboarding
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Step 9 (continued): Clicking
the link in the offboarding
task brings you to USC Jobs
to sign-up for Job Alerts.
Enter your personal email
address along with your
firstand last name. Click all

LY —— oy
-

Help.
Frequently Asked Questions

Al Cearn Subscribe

Academic Administration Faculty - Business (Professional Track) Faculty - Pharmacy (Tenare Track
Academic Advising Faculty - Business (Tenure Track) Faculty - Public Health (Adjunct)
Accounting Faculty - Education (Adjunct) Faculty - Public Heaith (Professionsl Track)
Adminisurative faculty - Education (Professional Track) Faculty - Public Health Tenure Track)

categories that are of i

Faculty - Engineering and Computing (Adjunct) Faculty - Social Work (Adjunct]

(A R i i AR 5 s o W kR
H d h Animal Care Faculty - Engineering and Computing (Tenure Track) Faculty - Social Work (Tenure Track)
interest to you and then s & umaaies Recatans Facuby-Edicaton Tamure Trackd
. . povimm—— S S O s o
click the Subscribe button. i il s s g s
Ty B )
it s i it o s o s & S
SRR S i A e
. pe—— P A ooy e i
In the Offboarding tasks, o g s Yo s o S e

click the Mark Complete

Diversiy, Equity and nclusion Faculty - Library Adjuncy Instructionsi Design
Economic Engagement Faculty - ibrary (Professiona! Track) Low Enforcement

button i Cll Ck the Next Enroliment Management  Facuty - Library (Tenure Track) Legal Aftaics
Environmental, Heakth and Safety Faculty - Medical School (djunct) Library and Museum
Event Planning and Management Faculty - MedicalSchool (Protessional Track) Other

button in the top right

Faces - Bulding Mamcenance Faculy - Medica Sche Tere Track Ocherprfessional
racittes Consrucion Faculy - Musc Aajunc) Pstdectrat Research
corner. Facktes -Custoda Facuty - usc Protessions Tack) procurement
Facilities - Landscaping Faculty - Music (Tenure Track) BResearch Administraticn and Compliance

Facliities - Specialized Trades Faculty - Nursing (Adjunct) EiResearch and Laboratory Management

Facuity - Arts and Sciences (Adjunct) Faculty - Nursing (Professional Track) BResearch Support

Faculty - Arts and Sciences (Professional Track) Faculty - Nursing (Tenure Track) Student Attairs and Services

Faculty - Arts and Sciences (Tenure Track) Faculty - Pharmacy (Adjunct) Student Housing. Student Life and Campus Recreation

Faculty - Business (Adjunct) Faculty - Pharmacy (Professional Track) Transportation, Parking and Vehicle Maintenance

l Mark Complete | | £ Previous

Welcome to Offboarding Stay informed with job alerts
@ Visited
=l Uof 1
}Jg;«:izt:]:;ner of Resignation South Carollna
@ Complete

You've been a tremendous asset to our team and we would absolutely welcome you back! There are always new opportunities at UofSC: new roles, programs, projects. We'd love for you to consider
UofSC home again in the future
Verify Address for Final
Communications
© Complete

Stay informed by signing up for UofSC Job Alerts. Select role and positions of interest to you and automatically receive notifications in your email box of new employment opportunities in these areas

Employee Offboarding 10 May 2022
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Step 10: Upon clicking the
next button in the previous
step you are brought into
the exit survey which is the
last offboarding task.

The exit survey is comprised
of 14 required questions.
This invaluable data is
reviewed by central HR and
used to inform decisions for
future improvement to the
employee experience.

Note: You cannot start and
come back to this step. Prior
to initiating this task, ensure
you have 15 minutes you
can dedicate to completion
of this survey. Answers
cannot be changed once the
page is saved.

Once you’ve answered all
guestions, scroll back to the
top of this page, and click the
Save Answers button.
Clicking the save answers
button also marks this task
as complete. Click the Next
button in the top right
corner to complete the
final task.

Welcome to Offboarding
@ Visited

Upload Letter of Resignation
(Optional)
© Compiete

Verify Address for Final
Communications
© Complete

Manager Checklist
@ Visited

Submit Final Working Time &
Leave Requests
@ Complete

Submit Final Expenses
© Complete

Understand Benefits and Final
Check
© Compiete

Stay informed with job alerts
© Complete

Exit Survey
@ Visited

Summary
O Not Started

Exit Survey

[ e

Save Answers

We'd love to hear about your employment experience! The survey should not take more than 15 minutes to complete. PLEASE NOTE: If you exit this survey step prior to completion, your progress will be lost.

*1. What primary reason made you look for a new job or decide to leavelresign your current position at UofSC? (select the top reason)

Return to school/to further education
Military

Benefits options

Retiring

Personal

Relocation

Salary/compensation

Workload

Work Hours

Work location

Telecommuting options

Job Advancement or Anticipated/denial of tenure
Job Eliminated/Discontinuation of Funding
Work Climate/Environment

Quality of supervision

Other

(please specify)

>

Welcome to Offboarding
@ Visited

Upload Letter of Resignation
(Optional)
© Complete

Verify Address for Final
Communications
© Complete

Exit Survey

We'd love to hear about your employment experience! The survey should not take more than 15 minutes to complete. PLEASE NOTE: If you exit this survey step prior to completion, your progress will be lost

*1. What primary reason made you look for a new job or decide to leave/resign your current position at UofSC? (select the top reason)

Return to school’to further education
Military
Benefits options

Retiring

Employee Offboarding
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Step 11: Upon clicking the
next button in the previous
step you are brought to the
Summary page where you
click the Mark Complete
button to finish the
offboarding process. You can
click the Mark Complete
button for any task that is
not showing complete but
has been completed.

X Exit

Offboarding Employee 3
Academic Program Director

Welcome to Offboarding
® Visited

Upload Letter of Resignation
(Optional)
© Complete

Verify Address for Final
Communications
© Complete

Manager Checklist
® Visited

Submit Final Working Time &
Leave Requests
© Complete

Submit Final Expenses
© Compiete

Understand Benefits and Final
heck
© Complete

Stay informed with job alerts
© Complete

Exit Survey
© Complete

% Summary
© In Progress

Summary

Steps

Step

Welcome to Offboarding

Upload Letter of Resignation (Optional)

Verify Address for Final Communications
Manager Checklist

Submit Final Working Time & Leave Requests
Submit Final Expenses

Understand Benefits and Final Check

Stay informed with job alerts

Exit Survey

UofSC Offboarding

Status

® Visited

@ Complete
© Complete
® Visited

© Complete
© Complete
© Complete
© Complete

© Complete

Date Completed

07/15/2022

07/15/2022

07/15/2022

07/15/2022

07/15/2022

07/15/2022

07/15/2022

Mark Complete

Mark Complete

Completed

Completed

Mark Complete

Not Applicable

Not Applicable

Completed

Completed

Not Applicable

Go to Step

Go to Step

Go to Step

Go to Step

Go to Step

Go to Step

Go to Step

Go to Step

Go to Step

£ Pre

9 rows

Employee Offboarding
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University of South Carolina

Congratulations, you have
completed the offboarding
tasks! All the tasks on the
lefthand menu show a
status of complete.

It has been a great pleasure
to have you work at

UofSC. We appreciate the
time you’ve spent with us
and are grateful for your
many contributions.

We wish you all the best in
your future endeavors!

Welcome to Offboarding
@ Compiete

Upload Letter of Resignation
(Optional)
@ Complete

Verify Address for Final
Communications
© Compiete

Manager Checklist
© Complete

Submit Final Working Time &
Leave Requests
© Compiete

Submit Final Expenses
@ Complete

Understand Benefits and Final
Check
@ Complete

Stay informed with job alerts
© Complete

Exit Survey
© Complete

x

Summary
© Complete

Summary

Steps

Step

Welcome to Offboarding

Upload Letter of Resignation (Optional)

Verify Address for Final Communications
Manager Checklist

Submit Final Working Time & Leave Requests
Submit Final Expenses

Understand Benefits and Final Check

Stay informed with job alerts

Exit Survey

Status

@ Complete

@ Complete

© Complete

© Complete

© Complete

© Complete

© Complete

@ Complete

© Complete

Date Completed
07/15/2022

07/15/2022

07/1512022

07/15/2022

07/1512022

07/15/2022

07/15/2022

07/15/2022

07/15/2022

Mark Complete

Completed

Completed

Completed

Completed

Not Applicable

Not Applicable

Completed

Completed

Not Applicable

Go to Step

Go to Step

Go to Step

Go to Step

Go to Step

Go to Step

Go to Step

Go to Step

Go to Step

9 rows
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