User Offboarding

If a useris leaving the company, then the procedure below needs to be followed.
Remember that when you do changes, you need to save the changes.

1. Access the user profile from within COSEC User List and click on the ‘General’ tab.
Fillin the leaving date and the reason for leaving
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2. After they work their last day, untick the ‘Active’ box on the basic tab
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3. Goonto Devices and remove the Device Group entry to restrict their ability to

access through the gates
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4. Once the user’s final payroll has been completed and they are removed from the
oracle HCM system, their profile needs to be deleted
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