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Offboarding An Employee - Manager

This guide walks through initiating offboarding an employee in isolved, ensuring a
smooth transition and compliance with HR protocols for terminations.

1 Navigate to https://connect.threadhcm.com/default.aspx

https://www.threadhcm.com
https://connect.threadhcm.com/default.aspx
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2 To begin offboarding an employee, Click "Employee Admin Tools"

3 Click "Employee Administration"
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4 Click "Pending Terminations"

5 From this screen you can see any current pending terminations, or to begin a new
one, Click "Initiate Offboarding"
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6 Choose your company

7 Choose your Offboarding Template
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8 Then choose the employee, Termination Date, and Reason. You can also add
notes or any documents.

9 If you may bring back this employee and want to keep their records, you can
choose, Click "Eligible for Rehire"
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10 Click "Save"


