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Create Offboarding Workflow

Q Sear
Ticket Offboarding Member Workflow Created By Created On State (O Steps Completion ()
i . T Stark , Mark
Ticket #101 - Offboarding Request - Tony Stark y Standard IT Offboarding , , 10-06-2026 09:15:00 AM Processing 6/15
lllllllll {@company.co abdul.moiz@ezo.io
#1071 - Offboarding Request - Tony Stark Standard IT Offboarding _ 10-06-2026 09:15:00 AM Processing 6/15
tony.stark (@company ecom T  abdul.moiz @ezo.io
: , Alex Riv , Mark
#98 - IT Equipment Return - Alex Rivera Standard IT Offboarding 09-06-2026 02:30:00 PM Pending 3/15
alex.rivera {@company.col @

#92 - Contractor Exit Checklist

08-06-2026 11:00:00 AM Processing 3/6

SUMMER 2026

6-2026 04:45:00 PN

SUMMER 2026

High
Performer

1
Executi
TL MILESTONE
nnnnnn 0
Users

Love Us

*
w

6-2026 10:20:00 AN

.....

Momentum
Leader

8-05-2026 08:00:00 AN

Remote En

Bullt for IT teams managing departures at scale, the workflow automation engine
helps discover and revoke access, recover hardware, and produce compliance
evidence on every employee exit.

The 5-Stage Offboarding Workflow in AssetSonar

Stage 1
Request
Initiation

Offboarding request
initiated by IT; request
initiated through the
service catalogue or
triggered by HRIS
integration

EZO-AssetSonar All ~
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Offboarding/Edit Workflow
Standard IT Offboarding

Stage 2
Ticket
Generation

Employee notified;
Manager+HR+IT
alerted; action emails
and exit interview
logged on the ticket

Stage 3
Handoffs

Child tickets created
for Handoffs, license
reassignment, access
revocation running in
parallel.

( QuickActions) ® ¥E

Default offboarding workflow for full-time employees. Covers IdP deactivation, SaaS deprovisioning, hardware retrieval and license reclamation.

Initiation configuration
Choose your Starting Point

-

Select Form

Employee Offboarding Request

Request Offboarding appro|
Trigger: After initiator submits 1

Add offboarding approva\ + Add a Step

Request Offboarding approval
Trigger: After initiator submits the form

Add offboarding approval request on the ticket
Approver: Danish Sheikh

& Approval

Approver: Danish Sheikh

+ Add a Step

:: Separation Confirmation
Trigger: When "Request Offboarding approval” is co

How This Helps:

& One place to define every workflow
& Pre-built or custom actions per stage
& Set up once, runs automatically

Stage 4
Last Day
Closeout

Stage 5
Closure

All approvals checked,
all tasks executed,
every change logged,
employee marked fully
offboarded in the
system

Tasks auto-assigned
with Linked Actions:
Drive transfer, MFA,
OAuth sessions,
memory wipe, etc.

Set Up Every Offboarding Workflow
in the Offboarding Center

The Offboarding Center is where IT builds
and manages offboarding workflows
around company policy. Create a
workflow, tie it to a Service Catalog form
to trigger offboarding, then define its
stages so related actions run together.
Add steps to each stage — pre-bullt or
custom — based on a ticket, task, email, or
approval, defining every action in the
workflow. Once activated, that workflow
executes automatically on every exit.

®

Bullds stages, triggers, and steps on a single
canvas, with actions defined per stage

@® Activates once and runs the same way on every
future departure



Every Device and License the
Employee Holds, Linked to the Ticket

The offboarding ticket brings the
employee's full iInventory into one record
— assigned devices, software licenses,
and app access — so IT sees everything
the requester holds before the first task
runs. Check in hardware, trigger Jamf or
Intune lock/wipe, and reclaim managed
licenses from the same ticket.

® Automatically shows all hardware, licences,
and app access In the “items” tab

® Updates continuously on every sync,
ensuring the fetched data is most accurate

® Licences auto-released or reallocated
without a separate step

Tickets > Ticket #32 - Offboarding Request - Tony Stark - Last day: 2026-06-17 { .- (0 K

Tasks @ & Approvals 2

Y Conversation 17 ® Items bl. Statistics [0 Resolution

Tasks

Track work, assignments, and deadlines for this item.
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+ New Ticket

Asset Sonar Q. Search

Tickets > Ticket #32 - Offboarding Request - Tony Stark - Last day: 2026-06-17 (=0 cie

2} Conversation 17 ® Items bl. Statistics Tasks 9 [0 Resolution 4 Approvals 2 (10 Knowledge base | Relevant Tickets 2 Problem
SLA
[ Linked Items | Requester ltems Priority
First Response Due
Hinked ftems
Manage parent, child, and duplicate ticket relationships
IRNM37473 - Iron Man's Laptop  Asset = Maintenance : A
IRNM379  Asset #: 556 AIN: IRNM37473 Location: Boston Office
Asset #:
- Z0o0om  Software License Manual . n
-Zoom : R
Available Available Seats: 21 Expiring In: 566 days
\ PTTOTTT Yy oaws
-Figma  Software License Manua

Available Seats: 1 Expiring In: 118 days

How This Helps:

& No orphaned licences left active
& Nothing left active post-exit
& Complete exit inventory before the first

- Slack UB  Software License 2-Way: Okta

task runs

Every Action and Approval,
Pre-Built Into the Ticket

[0 Knowledge base

+ Add Task

Submitting the Employee Offboarding

i ﬁae — Revoke MFA Enrollments — Tony Stark  Task Access Management e Yesterday

Ret Revoke MFA Enrollments — Tony Stark

rRe{ Revoke all MFA methods enrolled for Tony Stark's account — authenticator app bindings, SMS/phone registrations, and any hardware

Sec\security keys.

Request on the Service Catalog or HRIS
generates a ticket that already carries
everything the workflow defined for that
trigger — full employee context, every task

Linked Action

Revoke MFA - Google Workspace
Assigned to Gurchani Date 2026-06-17 11:08 Category Access Management

#87 — Revoke OAuth Tokens — To

Revoke OAuth Tokens — Tony Star

How This Helps:

¢/ Execute everything from one place
& No manual checklist at every exit
& Every task and approval in one view

Run Every Action Inside the Ticket
from Just One Button

Each task in the offboarding ticket carries a
Linked Action that executes against Okta,
Entra ID, Google Workspace, M365, or Jamf
with a single click. IT revokes access,
removes licenses, and triggers transfers
without leaving the ticket, and every
execution posts back to the ticket
conversation.

® Runs revocations, license removals, and
transfers from within the ticket

® Logs each execution, success or faillure, on
the ticket

IN one consolidated view, and the required
approvals on the Approvals tab.

® Auto-generates the ticket from the request,
populated by the matching workflow

® Consolidates every task and approval into
one view, o manual assembly

Tickets > Ticket #32 - Offboarding Request - Tony Stark - Last day: 2026-06-17 Processing (planned)

Tasks @ M Knowledge base

2} Conversation 17 ® Items bl. Statistics [ Resolution & Approvals 2

Tasks

Track work, assignments, and deadlines for this item.

+ Add Task

#86 — Revoke MFA Enrollments — Tony Stark  Task

Access Management e Yesterday

Revoke MFA Enroliments — Tony Stark

Revoke all MFA methods enrolled for Tony Stark's account — authenticator app bindings, SMS/phone registrations, and any hardware
security keys.

Ll Linked Action

Revoke MFA - Google Workspace
Assigned to Gurchani Date 2026-06-17 11:08 Category Access Management

o

#87 — Revoke OAuth Tokens — To

T

Revoke OAuth Tokens — Tony Star HOW This Helps:

«/ Execute everything from one place
& No manual checklist at every exit

& Every task and approval in one view




A Built-In Checklist to Track Status
of Every Action

The checklist bullt natively into the
offboarding ticket gives IT a quick view of
every task In the process and Its status. As
steps complete, the checklist updates, so IT
can track progress and keep a running
record of the entire offboarding from one
place.

® Shows every offboarding task and its status
IN one quick view

® Tracks progress and records each step as
It's completed

Offboarding Workflows

Workflows Activities
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@ To Do List 7't Workflow Checklist ‘
Tickets > Ticket #10 - Offboarding Request - Tony Stark - Last day: 2026-06-17 & 1%
Initiation configuration Completed: 1/1 Steps
= Conversation # Linked ltems Linked Tickets b Statistics 4 Approvals Tasks 1 Resolution q " b ; -
@ L - A PE - Trigger: After initiator submits the form
<# Summarize with Al ‘
Approve Offboarding Request O
M Mark = 5daysage E‘:ﬁ j'-".pp['ﬂ‘.'ﬂJ
Offboarding Request - Tony Stark - Last day: 2026-06-17 Assignee: Reporting Manager
I'm experiencing an issue with the new dashboard where uploaded files don't seem to complete processing. Every time | try to upload 4
report, the progress bar reaches around 80% and then freezes.
Employee: Tony Stark
Last day: 2026-06-17 Separation Confirmation Completed: 3/3 Steps
Notes: Tony's offboarding needs to be started Trigger: When "Request Offboarding approval” is
completed
Approve Offboarding Request  Approval = 3 days age
Send Offboarding Confirmation v ]
Review the task details and complete the required work before the deadline. Update the status as progress is made. g
Email to Employee
Approver: Jane Doe Approver Type: User
2] Email
Recipients: Tony Stark
M Mark #2 - Schedule Exit Interview Task + 3 daysaqge cnmpleled\ /

Review the task details and complete the require

ue in: 2026-06-17 Assignee: John Doe

How This Helps:

Solution @ Internal

+ Follow Up

</ See what's done and what's left
& Progress tracked at a glance
& A record of the full process

Monitor Every Active Departures
From One View

-

The Activities tab in the Offboarding Center
gives IT a live, cross-org view of every active
offboarding. Track the progress of all

running workflows, their current stage, and

Ticket Offboarding Member Workflow Created By Created On State (O
Tony Stark Mark
#101 - Offboarding Request - Tony Stark y Standard IT Offboarding | _ 10-06-2026 09:15:00 AM Processing
tony.stark@company.com abdul.moiz@ezo.io
: : Alex Rivera , Mark
#98 - IT Equipment Return - Alex Rivera _ Standard IT Offboarding , _ 09-06-2026 02:30:00 PM Pending
k alex.rivera@company.com abdul.moiz@ezo.io
. David Kim _ Mark
#92 - Contractor Exit Checklist o Contractor Exit - 08-06-2026 11:00:00 AM
david kim@company.com abdul.moiz@ezo.io
: Rachel G _ Mark
#87 - Executive Departure Approval AenerBree Executive Departure y _ _ 07-06-2026 04:45:00 PM Approval
rachel.green@company.com abdul.moiz@ezo.io
Tom Bradle Mark
#81 - Intern Program Completion y ntern Offboarding 05-06-2026 10:20:00 ANV

#74 - Remote Employee Offboarding

How This Helps:

-very offboarding at a glance
Progress across all workflows
No ticket-by-ticket checking

QAL

Plans built for IT Asset

every IT need Management

Complete IT asset

See detalled plans »

Priced per asset, no user/agent limits

Management for asset
visibility, stronger security,
and smoother operations.

step completions from a single place,
o without opening each ticket one by one.

® Shows every active offboarding workflow
and Its current state In one view

® Tracks stage progress and step
completions across all departures

MOST POPULAR

ITSM Advanced SAM
(ITAM included) module

Everything IT: Unified IT Complete Software
service management + governance and control;
complete ITAM context available with both

natively built In. ITAM & ITSM

Get a 7-day Free Trial

AssetSonar offers innovative asset intelligence & management solutions, trusted by thousands of organizations globally.
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