
Exiting and Onboarding Notification System



To streamline the entire employee lifecycle by 
ensuring new hires have day-one access to 
necessary resources and services, while also 
guaranteeing a seamless and secure transition 
for exiting employees.

Goal:



▪ Faculty - AA, AC
▪ Academic Professionals - BA
▪ Civil Service - CA, CC, CG

Additional classes may be added in the future

Employee Classes



Onboarding Workflow
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▪ Supervisor
▪ Office location
▪ Supervise students
▪ Desktop Refresh 

Program
▪ Phone/voicemail

Onboarding Survey
▪ Door access/keys
▪ Shared 

mailboxes/network file 
shares

▪ Unit security systems 
access



Notifications Sent
▪ ID Center
▪ USC
▪ Payroll and Benefits
▪ Parking
▪ UPI
▪ HR processes (New hire 

orientation, register 
removal, probationary 
evaluation tracking)



Supervisor Notification



Email to New Hire



New Employee Dashboard



Civil Service Welcome



Offboarding Notifications Sent
▪ Locksmith
▪ ID Center
▪ USC
▪ ITS
▪ Payroll and Benefits
▪ Library
▪ Bursar
▪ Tuition waivers
▪ UPI



Offboarding Dashboard



Questions/Suggestions

uishr@uis.edu 

mailto:uishr@uis.edu

