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Topics for Discussion
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• Off-Boarding Overview

• Deliverables

• Development Approach

• High Level Timeline and Milestones



What is Off-Boarding?
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• Steps needed to end employment for any reason: 
resignation, retirement, involuntary termination

•Off-Boarding ensures that email, electronic 
access, property and materials, parking, payroll 
and personnel records are properly managed



What is Off-Boarding?
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• Representatives of Human Resources, Business 
Process Improvement and ITSS have collaborated to 
revise off-boarding procedures and to create an 
easy-to-use online process that incorporates the ePar 
(electronic personnel action request) and other 
forms 

• We expect that this new online process will 
significantly reduce the time for Off-Boarding from 
the current average of 20 days

• Developed as a PeopleSoft Bolt-on



Advantages of new online process
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• Standardizes off-boarding

• Tracks and documents separation, generates ePar

• Supports dispensation of equipment and 

property with online checklists

• Improves timeliness of approvals

• Reduces risk 



When to Initiate Automated Off-Boarding
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• Faculty or staff is leaving employment in all 
system components by retirement, resignation, 
involuntary termination

• Can be initiated by employee, department 
administrator, manager

• An Admin/Manager can initiate a voluntary 
retirement or resignation, or an involuntary 
termination



Deliverables
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 Ability for Employee or Manager/Supervisor/Admin to initiate 
termination through Portal

 Send e-mail confirmation to Employee & Supervisor/Manager when  
Employee initiates the termination

 Send e-mail confirmation to Supervisor/Manager when 
Supervisor/Manager/Admin initiate the termination

 Online Employee Checklist (Dynamic) 

 Ability for Employee to complete checklist (Online) 

 Ability for Supervisor/Manager to review and approve a completed 
Checklist online with WorkFlow

 Online Manager/Supervisor Checklist (Dynamic) 

 Ability for Manger to complete checklist (Online) 



Deliverables
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Automate ePAR generation and submit 

 Pre-Populate ePAR information from Employee/Manager 
Termination form and automate generation and submission of 
ePAR request    

Trigger automatic e-mail notifications to specified areas 
to take specific actions per a checklist on ePAR Approval. 
(i.e. HR, Employee’s Manager, ITSS/ACE, Purchasing Card, Travel 
Card etc..  )

Reports 

Generate month-end report for HR management to track 
terminations and monitor progress



PeopleSoft Bolt-on
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• Sits in the PeopleSoft environment, alongside PS delivered 
modules

• Written in PeopleCode, a language provide by PeopleSoft 
in order to develop bolt-ons

• Leverages the reliability & availability of the PeopleSoft 
environment

• Leverages the security of PeopleSoft
• Same user interface, navigation, menus – same look & feel
• Can reuse PeopleSoft objects - Workflow, text catalog, 

component interfaces
• Can easily access PeopleSoft data
• New data tables can be created for the bolt-on, these sit 

beside the delivered PS data tables



High Level Timeline
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2017 2017

Today

Jan Feb Mar Apr May Jun Jul Aug Sep

Initiation & Planning
3/10/2017

Requirements
3/23/2017

Design
4/7/2017

Build & 
Unit Test
6/30/2017

System & Integration Testing
7/7/2017

User Acceptance Testing
8/4/2017

Go Live 9/1/2017

Project 
Close
9/30/2017

1/23/17 - 3/10/17Initiation & Planning

2/6/17 - 3/24/17Requirements & Signoff

3/1/17 - 4/7/17Design

3/1/17 - 6/30/17Build & Unit Test

6/1/17 - 7/7/17System & Integration Testing

7/10/17 - 8/4/17User Acceptance Testing (UAT)

8/5/17 - 8/31/17User Training

8/28/17 - 9/1/17Production migration and Go-Live

9/1/17 - 9/30/17Production Support (Warranty Period)

9/1/17 - 9/30/17Project Close



Estimated ITSS Hours
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Actual hours 
spent: 982
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Thank you for your time!
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