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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. 
 
 
 
 
 
 
 
 
 
 

 

 

https://cas.auth.sc.edu/cas/login?service=https%3a%2f%2fhcm-prd.ps.sc.edu%2fShibboleth.sso%2fLocalLogin
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Step 1: On the main 
Employee Self Service 
homepage click the 
Offboarding tile. 
 
 
 
 
 
 
 
 
 
 

Step 2: Click the > button 
to continue to the 
offboarding task list.  
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Step 3: Upon clicking the > 
button in the previous 
step, you are brought into 
the Offboarding 
assignment.  
 
The date displayed at the 
top of the page is your last 
day worked. Your effective 
date of separation is the 
following calendar day. 
 
Read all information on the 
Welcome to Offboarding 
page. If you wish to request 
a one-on-one exit 
interview, simply click the 
link to reach out to your 
area’s assigned HR Service 
Team. 
 
You will retain access to 
employee self-service for 
45 days from your date of 
separation, so be sure to 
save any paystubs or tax 
documentation within this 
timeframe. 
 
Click the Next button in the 
top right corner.  
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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. 
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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 USC 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. 
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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. 
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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. 
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Step 8:  Upon clicking the 
next button in the previous 
step you are provided 
detailed information to 
assist in understanding 
your benefits and final 
paycheck. Be sure to read 
all information provided. 
 
Click the Mark Complete 
button. Click the Next 
button in the top right 
corner. 
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Step 9:  Upon clicking the 
next button in the previous 
step you are provided the 
option to stay informed 
about future opportunities 
at USC by signing up for 
USC Job Alerts. If you’re 
interested in learning of 
future openings, click the 
link on this page. 
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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 
first and last name. Click all 
categories that are of 
interest to you and then 
click the Subscribe button. 
 
In the Offboarding tasks, 
click the Mark Complete 
button. Click the Next 
button in the top right 
corner. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 



University of South Carolina 
Division of Human Resources 

Employee Offboarding (Including Exit Survey) 
 

  

Employee Offboarding    11              July 2023 
 

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 
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 
questions, 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. 
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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 
USC. 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! 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 


