
  

 MANAGER TOOLS  
OFFBOARDING/SEPARATION NOTICE  

  
The online employee offboarding tool allows clients to notify their Payroll Specialist about an employee 
separation and request a final paycheck. The employee offboarding tool is accessed through the 
Helpside Tools login.  

  
Go to: tools.helpside.com  

  
Enter your username and your password and click Sign In.  

 
After logging in you will notice a menu option at the top of the screen that says Manager. This is where 
you will find the Offboarding Request tool. Click on Offboarding Request to begin the process.  

 

 
  
  

  
  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  



 MANAGER TOOLS  
OFFBOARDING/SEPARATION NOTICE  

Click on Create Offboarding Request.  
  

 

Choose an employee from the drop-down menu and complete the form. Click Submit when complete.   

 
It will then take you to a page where you will be asked a series of questions relevant to the offboarding 
process. 



  
If you have any questions about the offboarding tool, please contact a member of the Client Success 
team at Helpside at 1-800-748-5102 or service@helpside.com.  

 


