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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.
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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.
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Click on Create Offboarding Request.

& Employee Manager B Company =

Offboarding Request

w Create Offboarding Request w

Show 10 pows L —
R
Thomas S White (P28647) 01/19/2023 01/19/2023 01/19/2023 View Document
Samuel Royster Hagar (P43383) 12/06/2025 12/02/2025 12/05/2025 View Document
Ryan Testingl23 (184417) 05/31/2024 05/31/2024 06/01/2024 View Document

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

Employee Termination Form

* Employee Name

Select an Employee.

Alison Maria Krauss (30, 31, X43222)
August Effective (58091, 62023, V58196)
Basic Test (163563, 171925, E97877)
Charlie Jalapeno Jones (317, 323, E43805)

Chris "Cj" John Cron (55, 53, W43221)

Cody Testing (97056, 102743, R75712)

Cow Boy (197,197, M50629)

Cptest Timing (226, 227, MO0805)

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



Employee Termination Form X

* Employee Name

Charlie Jalapeno Jones (317, 323, E43805) X

The termination effective date will be based on the Effective Last Day entered below. The Last Physical Day Worked should accurately reflect the employees last physical day on the job

* Last Physical Day Worked

Please ensure the Last Physical Day Worked - the final date an employee actually performed work for the
business - and the Effective Termination Date are accurate, as these dates determine benefits eligibility.
Intentionally submitting false or misleading information may constitute fraud and violate the Client Service
Agreement, potentially leading to further action. If you need assistance, contact our HR support team.

mm/dd/yyyy [m]

« Effective Last Day

mm/dd/yyyy ]

\:\ | confirm that the dates provided above are accurate and truthful to the best of my knowledge.
‘:\ No Resignation Notice Given

* Notice Given
mm/dd/yyyy (]

* Type of Separation

a4
* Explain
500 Characters Remaining
Performance Data
* Eligible for rehire?
v

* Explain

500 Characters Remaining

Final Pay Information
—

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.



