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What to be aware of when
a System Administrator
leaves

What changes need to be made to my org?

When a System Administrator leaves your organisation, you should check and update (where
applicable) the following areas (this list is not exhaustive and depending on your setup and how the
product evolves over time, this could mean that additional checks are required):

o Create a new System Administrator (if applicable)

e Scheduled Jobs

e Scheduled Reports

e Reporting Snapshots

e Dashboards

e Workflow Actions

o Email Alerts
e Field Updates
e Tasks

o Workflow Rules

e Approval Processes

« Validation Rules

e Process Builder and Flows

e Scheduled Payflows

e Main Company Contact

« Deactivate the leaving System Administrator User record

e Error message examples
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Configuration Checks

Create a new System Administrator User

Create a new System Administrator User (if one does not already exist) so that you have a new user
record to transfer tasks over to; you may need to temporarily ‘freeze’ an active Salesforce licence
user if you do not have a spare Salesforce license. Once you have completed all required checks,
you can deactivate the leaving System Administrator user record and reactivate the ‘frozen’
Salesforce licence user.

Scheduled Jobs

To check to see if the leaving System Administrator has any scheduled jobs running assigned to
their user record, go to Setup > Scheduled Jobs; for the purpose of this example Amanda Cusdin
is the System Administrator who is leaving the organisation.

ses - EESSETTIETY )

533 Setup Home

Scheduled Jobs

Amanda Cusdin has both scheduled jobs (Apex Jobs) and scheduled reports assigned to her user
record so all jobs and reports showing as Submitted By: Cusdin, Amanda will need to be assigned
to a new System Administrator user record.

Note: Scheduled Payflows also show as Scheduled Apex jobs; these will need to be re-scheduled to
a new System Administrator user record — refer to the Scheduled Payflows section in this guide for
more information.

To re-assign the Apex job(s) to a new System Administrator record i.e. to the System Administrator
who 1is carrying out these checks (yourself), you will need to *change the batch running time in the
Sage People — Human Capital Management Install Package for each of the batches that are
currently assigned to the leaving System Administrator user record — once saved, the Submitted
By column will update to show your name; there are 2 areas in Setup that displays this information,
Scheduled Jobs (as shown in the example above) and Apex Jobs (shown below).

Sage s s



Note: Spread out the batch running times so that start times do not clash/overlap as this could cause
batches to fail.

Q g

Setup Home  Object Manager

Q, apex jobs i ¥
| Apex Jobs

~ Environments

Apex Jobs

Apex Jobs

Didn't find what you're looking for? Monitor the status of all Apex jobs, and optionally, abort jobs that are in progress

lobal Search.

View: [l v | Cragle Now View

Action Submitted Dste 4 Job Type  Status  Status Detsil Totsl Batches Batches Processed Failures d By Completion Date Apex Class

For this example, all batches currently assigned to Amanda Cusdin will be updated to show the
*Sage People Support user as the new System Administrator user record. Go to Setup > Installed
Packages > scroll to the Sage People — Human Capital Management Package and click
Configure > choose the required batch time for each batch that requires a new batch owner > Save.
The Submitted By column has been updated to reflect the new batch owner.

*Note: If you use the Sage People Support user as the assigned owner for all Apex Job batches, you

will never have to do this check again as this user record will never be deactivated. If youwant to
assign this user as the Apex Job batch owner, please raise a case with Sage People Support.

Setup Home  Object Manager ~

Q. apex jobs
" Apex Jobs
v Enwironments

< Jobs

Apex lobs

Didn't find what you're looking for? and optionally, abeort jobs that are in progress.

Try using Global Search

Staws  Status Detail Total Batches Satches Processed Failures Submitted By Completion Date Apex Class Apex Mat

; Paoniz
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Scheduled Reports

Amanda Cusdin has scheduled reports assigned to her user record so all reports showing as
Submitted By: Cusdin, Amanda will need to be assigned to a new System Administrator user

record.

Setup Home  Object Manager

ﬂ Scheduled Jobs
~ Environments

v Jobs

| Scheduled Jobs

View: [All Scheduled Jobs ~ | Crsats New View

eduted Jobs page lists all of the jobs scheduled by your users. Multiple job types may display on this page. You can delete scheduled jobs if you have the permission

i Acti Job Name Submitted By
Didn't find wh etion z

Try using Glo

e looking for?
Mansgs | Dl Fairsai Future Date Cusdin, Amanda

Jol Fairsail Action Email Cusdin Amanda
Dol Fairsal HR Request Finalize Cusdin, Amanda

ge | Del  Fairsad s Manager Cusdin, Amanda

Submitted
1206/2023, 10:34
12/06/2023. 10 34
121062023, 10.34
1206/2023, 10:34

Starteet

Next Seheduled Run
13/06/2023, 03.00
13/0672C 0000

13/06:2023, 03,00

13/D6/2023, 02:00

Type *

Scheduled Apex
Scheduled Apex
Scheduled Apex

Scheduled Apex

janage | Dol Fairsai Internal Communicaitons Gonfirmation Gusdin, Amanda 12/06/2023, 1034 13/08/2023, 0100 Scheduled Apex
Del EEQ Rapod Cusdin Amanda 12/06/2023, 10°37 13/06/2023 0317 Report Run
Burthday repart Cusdin Amanda 12/06/2023, 10.36 13/06/2023, 0212 Report Rur
Dol Active Employees People Sage 121062023, 10:30 13/06/2023,0020  Report Run
Del Headcount by Status Pogple Saga  12i06/2023, 1032 1306/2023, 0117 Report Run
e Metalytics Data Loader Job for Org - 00DBAD0DODTaSM  Baogle, Sage 2201172022, 1105 11062023, 1423 120612023, 1423 Autonomaus Data Laader Job

When a user that has created a scheduled report(s) to run leaves the business, it means that you need
to change the ‘Running User’ for each of the scheduled reports that they have set up. We
recommend thatall scheduled reports are set up using the Sage People Support user as the ‘Running

User’ as this user record will never be deactivated

To change the ‘Running User’ and the ‘Submitted By’ name, first you have to unschedule the report
and then re-schedule it with the new ‘Running User’ — you will need to make a note of the report
schedule setup i.e. users it is going to, frequency and time before you click unschedule so you can
add these backin on the new schedule (repeat the process for each report that needs to be updated).

Switch to Salesforce Classic view > go to Setup > search for Scheduled Jobs > click on the report

Job Name link you want to update:

Home Workforce eXperience Organization Team Members HR Requests Reports Dashboards Policles Action Event Patterns WX Services HR Noticeboard + -

It's Better in Lightning

Move to Lightning Experience and give your users a productivity boost.

The All Scheduled Jabs page lists all of the jobs scheduled by your usérs. Multiple job types may display on this page. You can delete scheduled jobs if you have the

All Scheduled Jobs
Expand All | Collapse All
permission to do so
Monitor
View: | All Scheduled Jobs | Create New View
i Job Name Submitted By
el Fairsall Future Date PBeople. Sage
Del Fairsall Action Emall Pepple. Sage
Fairsall HR Request Finalize People. Sage
Fairsall Is Manager Pegple, Sage
a el Fairsall Internal Communicaltons Confirmation People. Sage
De EEO Regort Cusgin, Amanda
Del Birthday report Cusdin, Amands |12/
De Aclive Employees People. Sage
Dei Headcount by Status People. Sage
Dei Metaiytics Data Loader Job for Org : 00DBA000007a5MM  People. Sags

Submitted

12/06/2023, 11:29
12/06/2023, 11:28
12/06/2023, 11:29
12/06/2023, 11:29
12/06/2023, 11:29
12/06/2023, 10:37
612023, 10:36
12/06/2023, 10:30

12/06/2023, 10:32

Started

Next Scheduled Run Type +

13/06/2023, 02:00
13/06/2023, 01:00
13/062023, 00:00
13/06/2023, 04:00
13/06/2023, 03:00
13/06/2023, 03:17
13/08/2023, 02:19
13/06/2023, 00:29
13/06/2023, 01:17

22/11/2022, 11:05 11/06/2023, 14:23 12/08/2023, 14:23

Sage s

Scheduled Apex
Scheduled Apex

Scheduled Apex

Scheduled Apex

Scheduled Apex

Report Run

Report Run

Report Run

Report Run

Autonomous Data Loader Job




Click on the dropdown arrow to the right of Run Report and select Schedule Future Runs.

HR Noticeboard  + s

Home Workforce e Q Team HR Req Dashboards Policies  Action Event Patterns WX Services |
Hoip for this Page @ k
€ EEO Report
Report Generation Status: Complete
Report Options:
Time Fram:
Summarize information by: Show Date Fleld Range
Ethnicity v | [ My team members ~ Current Salary_Start Date v [Cusiom ~
h Fom Yo
QRN |, | ENE

RunReport ¥ Hide Details Customize Save SaveAs Delete Printable View ExportDetails Subscribe

Run Report Now

I Schedule Future Runs, i
Gender

- Biie
30
30
25
e
3

Make a note of who the report is sent to, frequency and timing etc. > click Unschedule Report >
click OK.

# EEO Report

Save Report Schedul Cancel | Unschedule Report]

Schedule Report

Running User  [lamanda Cusdin Q) i

Email Report () Tome @ To me and/or others

Search: | Public Groups ~ | for | Find
Select From Send Email To
All Internal Users Add User: Amanda Cusdin .
User: John Sheridan
W
[5.5]
Remove
Schadule Report
Frequency @ Daily
O Weekly @ Every weekday
~
(_) Monthly ©) Every day
Start |12|'0§f£(?2.‘3_\ [ 12/06/2023 ]
End |12f07f?[}23 | [12/06/2023]
Preferred Start Time 03,00 Show all available options

Exact start ime will depend on job queue activity.

Sage s



The screen will take you back to this view; you will notice the schedule ‘tick’ has disappeared from

the EEO Report:

Home Workforce eXperience  Organization Team Members HR Requests Dashboards Policies Action Event Patterns WX Services HR Noticeboard + -

i) Sage People Dashboards (Installed Pa
Sage People Recruit (Installed Packag
Sage People Resource Manager (Insta
Sage People: Dashboard Reports
Salary Planning

ul Workforee Insight 2022
Employes Cost By Department

Talent Succession Planning

Time Off Management

Training Development

US Compliance Reports (Instailed Paci
WX Employee Analytics

WX Manager Analylics v (¥ [T Headcount by Country

. Headcount by Status

. Activa Employess

Reports & Dashboards tewReport.. NewDashboard. Gusdod Tout | Help fo this Page @)
Folders All Folders
- Reoantly Viewed w | Al Types v
Sage People Adminstration B
4 Sage People Analytics. Action Name Folder Created By
Sage Peogle Benefits EEO Report

:] Sage People Administration

Company Dashboards

Salary Planning

v Sage People Administration

v Sage People Administration

Unfiled Public Reports

Pecple. Sage

Pegple Sage

Pa

People. Sage

To re-schedule the report (this example explains how to schedule the report to others), click on the
Report Name link i.e. in this example ‘EEO Report’ > click on the dropdown arrow to the right of Run
Report and select Schedule Future Runs

1. Change the Running User to the Sage People Support user, for the purpose of this example,

this is called Sage Support

2. Inthe Email Report section: select To me and/or others...

W

In the Search section: select Users

4. Click on the Sage People Support user in the Send Email To section and click Remove >
click on the name of the user(s) you want to send the report to from the list in the Select
From section and click Add; they will now appear in the Send Ematil To section

b4

Choose the Frequency

No

€ EEO Report

Choose the Preferred Start Time
Click Save Report Schedule. Repeat the process (if applicable)

O~
O Flirss

e Emall Report ) To me| @ To me and/or others
o Search | Users v |} for

Select From

° User: Amanda Cusdin

Schedule Report

Find

Send Email To

Frequency ® Daily "

= Weekly @ Every weekday

) Monthly O Every day

start | [12/06/2023 | [12/06/2023 ]

End | [12/07/2023 | (120062023 ]

o Preferred Start Time 03:00 ~
Exact start time will depend on job queue activity

SAGE PEOPLE
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If you go back to Setup > Scheduled Jobs, you will now see the reports will be submitted by the
Sage People Support user.

Home Workforce eXperience Organization Team Members HR Requests Reports Dashboards Policies Action Event Patterns WX Services  HR Noticeboard + -

. . i ;
It’s Better in Lightning [ .
Move to Lightning Experience and give your users a productivity boost.

Scheduled Job feip for i ge
(Scheduied Jobd ) All Scheduled Jobs e o s Poge @
Expanid All | Collapsa All
The All Scheduled Jobs page lists all of the jobs scheduled by your users. Multiple job types may display on this page. You can delete scheduled jobs if you have the
permission to do so.
Monitor
View: | All Scheduled Jobs v | Create New View
& Jobs
ABICIDIEFIGHIJKLMNOPGRISTIUV WX Y Z Oter Al
Action Job Name + Submitted By Submitted Started Next Scheduled Run  Type
Det Agtive Employees Peogle. Sage  12/06/2023, 10:30 13/06/2023, 00:29  Report Run
Del Birthday repori People. Sage [12/06/2023, 14:49 13/06/2023, 02111 Report Run
Del EEQ Report People. Sage [12/06/2023, 14:45 13/06/2023, 03:17  Report Run
Manage | Del Fairsall Action Email People. Sage 12/06/2023, 11:28 13/06/2023, 0100 Scheduled Apex
Manage | Del Fairsall Future Date People. Sage  12/06/2023, 11:29 13/06/2023, 02:00  Scheduled Apex
Manage | Del Fairsall HR Request Finalize People. Sage 12/06/2023, 11:28 13/06/2023, 00:00  Scheduled Apex
Manage | Dei Fairsall Internal Communicaltons Gonfirmation People. Sage 1210612023, 11:29 13/06/2023, 03:00  Scheduled Apex
Manage | De! Fairsall Is Manager People, Sage 12/06/2023, 11:28 13/06/2023, 04:00  Scheduled Apex
Det Headeount by Status Pegple. Sage . 10:32 13/06/2023, 01:17  Report Run
Del Metalytics Data Loader Job for Org : 00D8d000007a5M  People. Sage L 11:05 12/06/2023, 14:23  13/06/2028, 14:23  Autonomous Data Loader Job

SQSG SAGE PEOPLE 10



Reporting Snapshots

Amanda Cusdin is set up as the ‘Running User’ of the Reporting Analytic Snapshot report. To
change the ‘Running User’, first you need to delete the report from the Scheduled Job screen, click

Del.

Q
Sace : ¥ @
e }

Setup Home  Object Manager

Q, Scheduled Jobs

S.cheduled Jobs

~ Environments

v Jobs

All Scheduled Jobs

The All Scheduled Jobs page lists all of the j
to do s

Scheduled Jobs

Didn't f u're looking for?

View: [All Scheduied Jobs
Try usin arch Schwc

Action o

To re-schedule the report to the new ‘Running User’, go to Setup > Reporting Snapshots > click
Edit for the report you want to change e.g. Reporting Analytic Snapshot.

o

225 Setup Home  Object Manager

Reporting Snapshots

Reporting Snapshots

J're looking for? =
A B DIE 1 KL MN POQRST V W X Y Z Other ‘AP

Search
New Reporting Snapshot
Aetion Nante + Description Scheduled Next Run Last Run
‘.... Recoling Analic Stapshal  Seheduled expont of *Repoting Snapshdl Export” report into the “Reparting Snapshol” object ¥ 0107120230107 01062023 0107

In the Running User field, click on the magnifying glass icon and search for the Sage People
Support user e.g. for this example People, Sage > select this user > click Save.

SQSG SAGE PEOPLE n



v Reports & Dashboards Edit Reporting Snapshot Save Save & Edit Field Mappings  Cancel

Reporting Snapshots
Identification 1 = Requred information
e Reporting Snapshot Name | Reporting Analytic Snapshc
Didn't find what you're looking for? [[Reporting Analy L
Try using Global Search Reporting Snapshot U;{:%m'i | Reporting_Analytic_Snapst
Description  [5cheduled export of 7

ariing Snapshat Export” repart into the
“Reporiing Snapshot” object

unning User

People, Sage Qi

Source Report | Unfiled Public Reports
Sample Flow Report: Screen Flows
Test Report: Employment with Absences
Sage People Recruit
Aged Applications
Application Status

To re-schedule the report to send to users (if applicable — we recommend that the report is sent to

atleastone usersothatyou know the reportis running successfully), click on the Name of the report
link e.g. Reporting Analytic Snapshot.

Setup Home  Object Manager

Reporting Snapshots

v Feature Settings

- Analytics

3 Help for this Page @)
“ Reports & Dashboards Reporting Snapshots
Reporting Snapshots a custom report to a cusiom object on a regularly scheduled basis. Reporting snapshots enable you to work with report data a
_— . Reporting Sn
Didn't find what you're looking for?
Try usir al Search A DiE G H WX Y 2 Oer (Al
New Reporting Snapshot

Actl Schedulsd Next Run LastRun
Edit xport of "Reporting Snapshot Export” répor into the "Reporting Snapshot” object v 01/07/2023 0107 01062023 0107

Scroll down to the Schedule Reporting Snapshot section > click Edit.

SQSG SAGE PEOPLE 12



Home  Object Man

Reporting Snapshots

~ Feature Settings

~ Analytics

Schedule Reporting Snapshot
v Reports & Dashboards

Frequency Preferred Stant Time Start Time.

Reporting Snapshots O dey 1 6F every mofth 01.00 o

Didn't find what you're looking for? Run History

Try using Global Search Run Start Time Source Report Running User Target Object Total Run Time

Q1062023 01.07 PegpleSage Reparting Snapshol 0 minutes

D1/05/2023 01.07 Pacple, Sage Reporting Snapshol 0 minutes

1704/ 30107 0 minutes

01/0372023 01.07 0 minutes

01.07 0 minutes

7 0 minutes

01/12/2022 01.07 People_Sage Reporting Snapshol 0 minutes

01/11/2022 01.07 Pegple_Sage Reportin ps 0 minutes

01/10/2022 0107 Pegple. Sage Reporting Snapshol 0 minules

Run Hestory Helg
Records Created in Target Object Result
7 s
7 s

Inthe Email Reporting Snapshot section: select To others... >in the Search section: select Users
> click on the name of the user(s) you want to send the report to from the list in the Select From
section and click Add; they will now appear in the Send Email To section > choose the Frequency

and Preferred Start Time > click Save.

Schedule Reporting Snapshot o

Email Reporting Snapshot ] To me| B3 To others. o
o Search: |Users v || for: Find

Cancel | | Unschedule Snapshot

Select From Send Email To
e User Manager Tester a i User: John Sheridan
»
-

Scheduled Run

o Frequsncy

@ Onday[{ ~ | ofeverymonth () On

st [[01/03/2020 | [12/06/2023]
End  |21/03/2050 | [12/0672023]
Preferred Start Time 100:00 v i

of every month

Sage s



Dashboards

From the App Launcher, type in Dashboards and select All Dashboards. To find all Dashboards
that have been created by the leaving System Administrator, click on the Created By column
header to group the Dashboards by name. For every Dashboard created by the System
Administrator, you need to go into the Dashboard Properties and change any that are set to run as
the leaving System Administrator user and change to another user.

Click on the Dashboard Name link > click Edit > click the Edit Dashboard Properties ‘cog’ >in the
View Dashboard As section, select Another Person > start typing in the name of the new user in
the Search field, select the user > click Save.

Properties
Company Dashboards

View Dashboard As
Me

® Another person e

[ jon |

e B John Sheridan
figw the dashboard as

SQSG SAGE PEOPLE 14



Workflow Actions

Workflow automates the following types of actions based on your company processes and
contain many settings where the name of a user can be hard coded; you will need to check all
action types and if there are any references to the leaving System Administrator, they need to
be changed:

o Email Alerts: Send an email to one or more recipients you specify

o Field Updates: Update the value of a field on a record

e Outbound Messages: Send a secure, configurable APl message (in XML format) to a
designated listener e.g. external Finance system

e Tasks: Assign a new task to a user, role or record owner

Start with the Default Workflow User; go to Setup > Process Automation Settings > change the
name of the Default Workflow User to the Sage People Support user.

Note: If you use the Sage People Support user as the Default Workflow User, you will never have to
do this check again as this user record will never be deactivated.

Setup Home  Object Manager

=

Q

Process Automation Settings

v Process Automation
Process Automation Settings

Process Automation Settings

Didn't find wi

you're looking for?
Ty using Global Search

Save | Cancel

The default workfiow user is required for sc! 4 paths in record-tiggered flows and time-dey ctians in workflow ! the user who tnggered the automation is no langer
active, the defa Ser is associa ne actions that are executed by the sutoma ult workflow u s schedule-iriggered flows

Default Workdiow User | 'Saga People Q

By defaull, no email B0015S 15 SaL for the AUIOMA1d PIOCEsSs USer. Event procasses and aulolaunched flows with Irggers use the email address 10 send emais for ac
ns use the email address 10 send notifications. To set the email address for the Automated Process User, specify an organization-wide email addre: of the systam
ad r profile
Automated Process User Email
Address

By default, the email app ler s the 2pproval submitter. To override the default sender, select an organization-wide email address.
Email Approval Sender | Approval Submilter o
Enabling email approval response lets users reply to email approval requests by typing APPROVE or REJECT in the first line and adding comments in the second line

Enitis smat wpiol g
response g

Tip: Since there are many potential settings in this area, you may find it easier to deactivate the
leaving System Administrator user record (go to Setup > Users > change the View to Admin View
> find the users name > click Edit > remove the tick from the Active field > click Save) and work
through the errors one by one; the system will always prompt you if there is something that needs to
be rectified first. If the error links do not work, switch to Salesforce Classic and then try clicking
the links.

SQSG SAGE PEOPLE 15



o EmailAlerts

Go to Setup > Workflow Actions > Email Alerts > View: All Email Alerts > click on the From
Email Address column header to sort the Email Alerts by name > if there are any Email Alerts from
the leaving System Administrator, click Edit for each Email Alert and update the From Email
Address field.

Setup Home  Object Manager

Q, Workflow Actions ) T
2 Email Alerts

v Process Automation

v Waorkflow Actions
Email Alerts All Email Alerts
Field Updates mal Sla iy e (0 genmits Hhe
Outbound Messages

Send Actions

New Email Alart

Tasks n o Emall Template Name ject r ress | Last Modified Date
2>Day Absance Alet Al ] ol 2022
Didn't find what you're locking for? 2211112022

Try using Global Search Edit P farence rior Employer o ! 3 221172022

2211112022

22172022

2211112022

Team Member ’ 2 221172022

Manager end of first week Team Membar

o Field Updates

Go to Setup > Workflow Actions > Field Updates > View: A1l Workflow Field Updates > scroll
down the Value column and check that there is no reference to the leaving System Administrator, if
you find any references, click Edit and update the formula/value with the new System Administrator
user.

Setup Home  Object Manager ~

Q, Workflow Actions

+ Process Automation
~ Workflow Actions
Email Alerts
Field Updates

Qutbound

. Mew Field Update
Tadis Fleid 1o Update Operation | Vaiue Last Modified Date
Team Member. Gell Number omula | HCM Number_c 222022
& mber. Cel imber 2211112022
Didn't find what you're looking for? b VG o PRy P
Try using Global Search

Case: Pronty Value igh 221112022

Performance s aise 2211112022

HR Requ ted 2211172022

HR Requast te 221172022
2211112022

Clear Sumitted Date Vacancy Submittad Date 2201172022

SQSG SAGE PEOPLE 16



o Tasks

Go to Setup > Workflow Actions > Tasks > View: All Tasks > click on the Assigned To column

header to sort Tasks by name > if there are any Tasks from the leaving System Administrator, click
Edit for each Task and update the Assigned To field.

Setup Home  Object Manager

v Process Automation

v Workflow Actions

vl Alerts All Tasks

Field Updates

Em

Outbound Messages View:! [ANTRch 7] Cress

Send Actions

x Al
New Task
123 Action Subject Due Date Priority  Status e
Edit| Del HR Reguest Approval HR Request Approved Dete + 1 days Normal Mot Started HR Request
Didn't find what you're looking for?
Try using Global Search, . i -

Tasks can be assigned to another User or to a Role e.g. HR. Once you have clicked Edit > click on the

magnifying glass icon to the right of the Assigned To field > click on the dropdown selection in
the Type field and change to Role > select Role > click Save.

Setup Home  Object Manager

Q Workflow Actions

# Search ~ Salesforce - Enterprise Edition - Google Chrome - a X |
& sagel73.my.salesforce.com/ _ui/con e
| ® Lookup |
Edit Task
Type -USEI ~| | Amanda Cusdin Gal
HR Request Approval W Usor e RPN
redle & lask [0 associale w 16 Qwner

|
Save | Sav <Cigar Search Resulls
Send 3 Search Results
Edit Task
Rols
Tasks . .
Object  HR Request Line Manager
Assigned To | Amanda Cusdin
| HR Request Approval
Un

" | HR_Request_Approval

DueDate | 4R Request: Approved Date

Description Information

Comments.
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Workflow Rules
Each Workflow Rule consists of:

o Criteria that trigger the Workflow Rule to run

« Immediate actions that execute when a record matches the criteria

« Time-dependent actions that queue when a record matches the criteria and execute
according to time triggers

Analyse the criteria for each workflow rule and if there are any references to the leaving System
Administrator, they need to be changed.

Go to Setup > Workflow Rules > View: Workflow Rules > check that each Active Workflow Rule
does not reference the leaving System Administrator, if you find any references, click Edit and
update the relevant field with the new System Administrator user.

"ee

ies Setup Home  Object Manager

Q, Workflow Rules

| Workflow Rules

Process Automation
Workflow Rules
View: | Al Workflow Rules v | Cregte Now View

Didn't find what you're looking for?
Try using Global Search.

Rule Name + Description
Noiifies HR if an Absence is 5-days o
lert to HR if Absence exceeds m than 12-days in a 12-month period Abse:

e and Home Address -ode heids from ihe Home T
e al me Address Zip C elds from ihe Hor Team Member

Team Member

Code and Homa Address Postal or Zip Code fields from the Toam Mamber

Updata of Regian and State from County Team Member

Interviewer
Assessmant

Update of the Social Securty Number and NI or 55 Number ing the National Insurance
Numbar

Team Member
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Approval Processes

Approvals contain many settings where the name of a user can be hard coded; you will need to check
all active Approval Processes to ensure the Approver and Delegated Approver are correct and if there
are any references to the leaving System Administrator, they need to be changed.

Go to Setup > Approval Processes > Manage Approval Processes For: select the required
process e.g. HR Requests > in the Active Approval Processes section, click on the link of the
Approval Process Name i.e. Approve HR Request

Setup Home  Object Manager

Q. Approval Processes

Approval Processes

~ Process Automation

Appraval Processes

Didn’t find wit

ou're looking for?
= SN Ol Manage Approval Processes For: [NATACTTEIN | r-
ty using Global Search
A listing of both & ve approval pro oval process, click Create New Approval Process then select Use Jump Start

ncesses for HR Requests is dispiayed below, To create a
staps. Or, select Use Standard W o confl

Create New Approval Process

Active Approval Processes

Action Process Order Approval Process Name. Description

Edit | Deactivate

Inactive Approval Processes

No anproval procasses avaiable

Scroll down to the Approval Steps section > check the Assigned Approver column to see if the
leaving System Administrator is referenced; for the purpose of this example, Amanda Cusdin is the
leaving System Administrator, so the Assigned Approver needs to be changed.

Setup Home  Object Manager

Q Approval Processes

Approval Processes

v Process Automation

Approval Processes
Approval Steps '

Action Step Number Name Description Criteria Assigned Appraver Reject Behavior
Didr't find what you're losking for? o —
R Down Manager,  Final Rejection

Try usirig Global Search One up lispiank( HCM2_One_Up_Manager__c ) &4 lsbiank|
? '

Manager THCM2__S_Amouni__c ), else Next Step

st 2 Step 1 U nanda Cusdin Final Rejection

Final Approval Actions Add Existing || Add New

Action Type
Record Lock

il | Remave  Field Update

Final Rejection Actions '

Action Type
Record Lock

mave Fieid Update

Click Edit > there are 3 screens/steps to move through, click Next, Next and on the 3 screen,
change the Assigned Approver > click Save. Go back to the Manage Approval Process For: list
to check the next process and repeat.
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Approval Processes

Sage

pproval Processes

Stop 1

st e

Approval Processes

Select Approver

Brasious Approval Soep infoatis
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Validation Rules

Validation rules set up in Objects can be hard coded and should be scanned for references to the
leaving System Administrator (or any inactive user). It is unlikely that you will find references to an
individual user as user records should not be hard coded as they will change over time.

Go to Setup > Object Manager > in the Quick Find box, type in the Object name e.g. Team Member
> click on the Object Label link.

Setup Home  Object Manager

B

s Object Manager

LABEL - APl NAME TYPE DESCRIPTION LAST MODIFIED DEPLOYED
i Junction object linking a Feedback Item to a Team ,
spperfmgmt_Team Member Feedback_c Custom Object “ J 9 ¥ 2211172022 v v
Member

fHCM2_Team_Member_c Custom Object  The people that report to a manager 22/11/2022 v -

y A publicly readable report where the team member s
am Member Picture fHCM2_Team_Member_Picture_c Custom Object 22/11/2022 v -
picture is

The Plan to be applied to a Team Member, specifying
spcompplan_Team_Member_Plan_c Custom Object PP F 9 ez v -
the final amount of compensation.

Scroll down and click on Validation Rules > click the Rule Name link and if the leaving System
Administrator is referenced, click Edit and change the user details > click Save.

Setup Home  Object Manager

Team Member

Field Sets -

Validation Rules
Object Limits 11

ems, Sorted by Rule Name
Record Types RULE NAME ~  ERROR LOCATION ERROR MESSAGE ACTIVE  MODIFIED BY
Related Lookup Filters The format used when entering phone numbers

A — should be similar to the example shown here S — .
Search Layouts +{[Number]

List View Button Layout
Restriction Rules

Tiiggers

Flow Triggers

I Validation Rules

Go back to the Object Manager tab and repeat the checks for the next Object.
Note: If there are any Validation Rule references to the leaving System Administrator, these will be

highlighted as a descriptive error message when you try to deactivate the user record; you will be
given a link to where the error is located.
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Process Builder and Flows

Processes cannot update records that are owned by inactive users. When you deactivate a user, you
need to transfer the leaving user’s records to an active user to avoid failed processes.

Process Builder has been replaced with Flows and in time this functionality will be deprecated. Any
Process Builder that is currently Active will remain Active for now (these will need to be migrated to
Flows over time). Active Process Builders cannot be edited, if you find reference to the leaving
System Administrator during your checks, the Process Builder will either need to be deactivated
and cloned as a new version to be edited or rebuilt using Flows.

Note: Information about Flows can be found in the Sage People Help center here. There is also an
eLearning Flows training course on Sage U that can be accessed via the Community.

Go to Setup > Process Builder > click on the Process link.

il Setup Home  Object Manager v

o Go with the flow! With Flow Builder, the future of low-code automation, you can do everything you do with Process Builder—and more! Salesforce plans  Try. Flow Builder | Use Migrate to Flow Tool
to retire Process Builder and recommends building automation in Flow Builder.

4 Back To Setup ? Help

& | My Processes
|V RIC

Check all Inmediate Actions steps in the process flow to ensure that there is no reference to the
leaving System Administrator. If you find any references to the leaving System Administrator, click
Clone. The Save Clone as... defaults to Version of current process > click Save.

230 Setup Home  Object Manager

Clone this Process

Make all required changes > Save the changes and then click Activate.
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Setup Home  Object Manager

Go with the fiow! With Flow Builder, the future of low-code automation, can do everything you do with Process ind more! ns Ty Flow Builder | Usa Migrate lo Flow Tool
o 1o ratire Process Builder and recommends building autemation i Flow Ema. it . P t

€ Back To Setup ? Help

@

TRUE M t W stoP Select and Define Action

i
Create a Record >

0

Create something|

FALSE -
Cancel
»

Activating the process will automatically deactivate the other active version, click Confirm. The
deactivated version can be viewed in your version history should you need to refer to it.

ESE Setup Home  Object Manager

Activate Version

automatically deactivates any other active version. The deactivated

Activating t

version will be a 2 in your version histary.

To checkif the leaving System Administrator is referenced in any Flows, go to Setup > Flows > show
Al Flows > click on the Package State column header to group the Flows to show Unmanaged vs.
Managed-Installed; you should check all Unmanaged Package State Flows > click the Flow Label
link; the Flow opens in a new tab.
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235 Setup Home  Object Manager

Q, Flows

v Process Automation
Flows

s Flow Definitions

v ti

ety All Flows v ¥
Lagin Flows

28 items - Sorted by Flow Label - Filtere

w All flow definitions « Updated 2

minutes ago G- C|Y

Didn't find what you're looking for? Flow Label T~ | Process Type ... v | Te.. v | PackageState ~| PackageName | lastM..\ | LastModifi.. v
Try using Global Searct
FERIERER R creen Flow Unmanaged

Amanda Cusdin ~ 22/11/2022, 10:41

Flow Orchestration fo. Managed-installed

Screen Flow Managed-installed

Screen Flow Managed-Installed

Evaluation Flow Managed-Installed

Screen Flow Managed-installed

Screen Flow Managed-installed

oen Flow

Click on the Start action of the process.

€= Flow Builder EmpSta-Not Yet Started - V1 2~
¥ & Select Elements 23 Auto-Layout w Wersion 1: Active—Last modified 5 months ago Run Debug Deactivate Save A
Start
Record-Triggered Flow
Object: Team Member Edit

Trigger: A record is updated
Conditions: 1

Optimize for: Actions and Related Records

+ Adds

& Oper

Run Immediately

TM Not yet started
Update Records

The Configure Start screen appears, check that there is no reference to the leaving System

Administrator > in the unlikely event that you find a reference, make the change(s) > click Done.
Repeat the steps for all active Flows.

Configure Start

Formula
esol Q I v | I Q : Oper v
and
((ischanged( {!$Record.fHCM2__Is_Manager_c} )) il
#~
L a record is updated and meets the condition requirements
record is updated to meet the condition requirements

24
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Scheduled Payflows

Scheduled Payflows show as type Scheduled Apex in Scheduled Jobs. If the leaving System
Administrator is referenced in the Submitted By column for Payflow job(s), these will need to be
re-scheduled to a new System Administrator user record.

§chedu|ed Jobs

All Scheduled Jobs

The All Scheduled Jobs page lisis all of the jobs scheduled by your users, Multiple job types may display on this page. You can delete scheduled jobs Hf you have the permission to

View: | All Schedued Jobs ~ | Cinghi MNew VY

Action Job Name + Submitted By Submitted Started Next Scheduled Run Type

0106:2022, 1100

myroll prototype CURRENT W2 Bangleton Steve

Tore-assign the Payflow Scheduled Apexjob to a new System Administrator record i.e. to the System
Administrator who is carrying out these checks (yourself), from the App Launcher, type in Payflow
Services and click the link of the Payflow Service Name.

eoe
ese

ses Sage People Payflo... Home  Connector Services v  Benefit Sets

Connector Services

= Allv »

19 items = Sorted by Payflow Service Name - Filtered by All connector services » Updated 2 minutes ago

Payflow Service Name 1

1 Absence

activpayroll prototype CURRENT V2

ra

3 ADP

Click Configure.
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m

i3t Sage People Payflo.. Home  Connector Services v tSets v Ber cou

Payflow Service

prototype CURRENT V2

Payflow Service Console Cl

e activpayroll prototype CURRENT V2 onnector Period  Monthly

in Mode  Automatic Next Run Date/Time

Scroll down to the Download Files section and click Download Configure.

"E Sage People Payflo... Home  Connector Services ~  BenefitSets ~  Benefit Suppliers ~  Accounting Services P

Download Files New

Scroll down to the Automatic Processing section, copy the Cron command in the Batch Start
Cron Command field and paste this somewhere like Notepad as you will need this for the next
step. Remove the Cron command from the field > click Save.

Sage People Payﬂo Home Connector Services Benefit Sets Benefit Suppliers Accounting Services

.
see
see

Automatic Processing

- ° O
0ged
I ays @ ag
F | chl@ ¥
Managed File Transfer

ing Emails @
p

ver @

https://sftp.fairsail.com
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Go back to the to the Download Files > click Download Configure. Scroll down to the Automatic
Processing section and paste in the Cron command that you copied in the step before into the
Batch Start Cron Command field > click Save.

Note: This is also where you would add in/remove email recipients who should receive the Payflow
file via ematl, go to the Managed File Transfer section and paste in the recipient’s email address
in the Outgoing Emails field > click Save.

EEE Sage People Payflo Home Connector Services Benefit Sets  ~ Benefit Suppliers Accounting Services

Automatic Processing

) mand @ | g7 47
lete Ba ys @ 30
De Lines With Batch @
Managed File Transfer
=0 Supplier@Test.com
ver @ https://sftp.fairsail.com
utgoing Path @

Check the user who receives the Payflow reports; if this is the leaving System Administrator, the
reports will need to be sent to a new System Administrator user.

From the App Launcher, go to Payflow Services > if the Send Reports To column shows the
leaving System Administrator as the recipient of the report(s), click on the pencil icon to select the
name of the new recipient > click Save.

PR Payflow Services

&= At~ ¢ | New Change Owner ort
& 5
7 items « Sorted by Payflow Service Name « Filtered by All payflow services « Updated a minute ago & LA
Payflow Service Name T ~  Send Reports To v
v
== L]
| =
|=‘ :;i'lﬂm:v Sew;wes ch . o - ol
1 0 = s Y
7 items » Sorted by Payflow Service Mame » Filtered by All payflow services » Updated 4 minutes ago @ c | hd
Payflow Service Name T ~ | Send Reports To ~
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Main Company Contact

If the leaving System Administrator is the main contact for the company, the new main company
contact details need to be updated in the org.

Go to Setup > Company Information > click Edit and update the Primary Contact field along
with any relevant contact information > click Save.

v Company Settings

Campany Information

Didn't find what you're looking for?

Try using Global Search

Sage

Organization Detail Edit

Organization Name __ Sage Phone

[ Primary Contact  Steve Pendleton Fax

Divisian DefaultLocale

Address  GB Default Language  E

Fiscal Year Starts In  January Default Time Zone British Summer Time (Europe/Londan)

Activate Multiple Currencies. Improve DATEVALUE() accuracy

DST

Newsletter Currency Locale gdom) - GBP

Admin Newslstter Used Data Space 388 2 MB (4

Hide Notices About System Used File Space 935 MB (9%)
Maintenance
I

SAGE PEOPLE
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Deactivate the leaving System Administrator User record

The HandleLeaversUserBatch will process all leaver records daily and if the leaver record meets
the batch running parameters, the user record will automatically deactivate. When it comes to
deactivating System Administrator records, it is likely that these will fail in the batch run and
remain Active as typically the user record is assigned to various processes within the system such
as Workflow tasks, scheduled reports etc. and these assignments will need to be rectified first
before the user record can be deactivated.

To manually deactivate a user record, go to Setup > Users > change the View to Admin View >find
the users name > click Edit.

ﬁ

Setup Home  Object Manager

Q, Users

Users

Permission Set Groups

Admin Users

Permission Sets

On this page y

Profiles
N reset passwords, and perform other administrative tasks from your mobile devicss: OS | Android
Public Groups
Queues
‘‘‘‘‘ R X Al
Roles

New User Reset Password(s) Add Multiple Users
User Management Settings

Action Full Name + Alias Username Last Login Role Active
Users E i Cusdin Amanda ACusdi uktriaihe BatuyOut @ com ine Manager v
People, Sage SPeople 13/08/2023, 08:29 v
Didn't find what you're looking for? New User |Reset Password(s)  Add Multiple Users
Try using Global Search
Lo Al

Remove the tick from the Active field > click Save.

Q
oQage +
32 Setup Home  Object Manager

v Users

Permission Set Groups

User Edit Heip for this Page (@)
Permission Sets Amanda Cusdin
Profiles -
User Edit Save & New  Cancel
Public Graups
¥ General Information | =Required Information
ueues
Que FirstNeme [ Amanda Role | 'Line Manager v
Roles Last Name |Cu5um User License | Salestorce l
User Management Settings Alias | ACusdi Profile | Select Sys Admin vl
Email i @ : Active
Users | fairsaildemouk @example.c D
username | ykirialhr.i8qtuyOutips.6dhpv L
Nickname Offiine User
Didn't find what you're loaking for? | ACusdin 1
Try using Global Search Tite Sales Anywhere User
company  [Sage Flow User
Department Service Cloud User

Note: As you progress through the deactivation steps, you will likely receive multiple descriptive
error messages containing a link to the setting. This is one of those times that you will need to
switch to Classic if the links do not all work within the Lightning Ul Experience.
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Error message examples

Some of the common error messages that could appear are shown below and relate to Workflows and
Approvals:

User in the Criteria

Does the Field Update, update to the Username

Task Assigned to the User

Email Sent to the User

In an Approval Process/Approver/Delegated Approver
Default Workflow User

Another common error you may experience relates to the Guest User e.g. the System Administrator
has left, and their licence needs to be deactivated but this can’t happen until the Guest User owner
is changed:

Error: Invalid Data.
Review all error messages below to correct your data.

1 = Required Information

Role | <None Specified> v

User License I Salesforce ~
Profile | System Administrator vl
Active

Error: This user is the default owner of re

To rectify the error, go to Setup > Sites > click on each of the Site Label links and check/update
the Default Record Owner to be the Sage People Support user > click Edit.

Site Detail Public Access Settings | Login Settings URL Redirects | Deactivate  Update Guest User Licensing
Site Label  Forms Site Name  Forms
Site Type  Guest Site Description
Site Contact  Cusdin, Amanda Active
Login  Not Allowed Active Site Home Page  fHCM2 Form [Preview]
Site Favorite lcon Inactive Site Home Page InMaintenance [Preview]
Site Robots.txt Site Template  SiteTemplate [Preview]
Enable Feeds Analytics Tracking Code
URL Rewriter Class Clickjack Protection Level Allow framing by any page (No protection)
Lightning Features for Guest i Enable Content Sniffing i
Users Protection
Enable Browser Cross Site i Referrer URL Protection i

Scripting Protection

Allow only required cookies for i
this site

Default Record Owner | Cusdin, Amanda i Redirect to custom domain i

Cache public Visualforce pages

Mor il Guest Access to the Support AP| i

v | i IiMore Info

Update the Site Contact and Default Record Owner fields with the Sage People Support user >
click Save.
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Site Edit
Forms

Site Edit [save | |cance

site Label  |[REHE [E

site Name | Forms |13

Site Type Guest

Site Description
Y
site Contact | Sage People | &3
Defauit Record Owner | Sage People | Q)

Sage s
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