Payroll Coordinator

Manage Transfers

Section 1: Transfers w/o Pay Rate
Change




Manage Transfers Action Reasons

Payroll Coordinators are responsible for initiating the transfer and reappointment of personnel between
departments and legal entities in DeKalb County. The preceding department may attach multiple attributes
to the transfer e.g,, salary grade, position details, etc. CV360 will have multiple action reasons for transfers.
Use the action reason drop down list to specity the appropriate action and action reason for the Transfer.

Reason

Intercompany Transfer

Lateral

Location Change
Manager Request

Manager Request

Reason

Reorganization

Termination/Reappointment

Transfer/Reappoint

Transfer/Reappoint w InGrd Adj

Worker Request

_________________________________________________________

A lateral transfer refers to when an employee moves from one job to
another job at the same pay grade within Dekalb County under the same
official.

_________________________________________________________

_________________________________________________________

A Termination/Reappointment action reason is used when an employee
transfers to another department under a different official in DeKalb
County. Coordinators may also use this action reason if an employee is
moved from Temporary to Regular employment status.
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Manage Transfers Action Reasons

Reason

Comparable Transfer

Employee Request
Intercompany Transfer
Lateral

Location Change

Reason

Intercompany Transfer

Lateral

Location Change

Manager Request

Manager Request

A Comparable Transfer action reason is used when an employee is
transferring to a different position within DeKalb County with the same
pay grade excluding term reappoint
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Intercompany Transfer action reason is used when a employee is
transferred to the receiving department without salary or position data
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Manage Transfers: Transfer w/o Pay Rate Change

Select the My Client
Groups tab

Me My Team My Client Groups

Benefits Administration My Enterprise

Tools

Configuration >

I QUICK ACTIONS I APPS

i"1 HCM Experience Design Studio

&' Hire an Employee
ﬁ' Add a Contingent Worker
&' Add a Pending Worker

i Add a Nonworker

New Person

Goals

Person
Management

Performance

Select the Quick Actions
section and select the
Show More link from
the drop-down list
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Manage Transfers: Transfer w/o Pay Rate Change

"(_/ D’E;:}[w‘goat‘éyw LA ] Change Location K Change Manager ‘L Change Photo
New Person g Change Working Hours ul‘:: Checklist Templates B4 Contact Info :/j Create Work Relationship
oo v Document Delivery W
* A say/ Direct Reports Al @ Document Records ss Eligible Jobs
ﬁ Add a Contingent Worker & & E Preferences 8
® . ® . ®  Family and Emergency 1 o
" a/ Employment Contracts p/ Employment Info M Contact En Identification Info
&/ Pending Workers
&/’ Local and Global Transfer % Manage Job Offers & Manage User Account :_/' Mass Legal Employer Changg
Employment & Person & i%';ﬁ?altid;?stlﬁers e Bl & Personal Details I* Promote
';‘ v Add Assignment ./ B Seniority Dates o%s  Share Data Access <%+ Share Personal Info ./ Termination
i J v MM MM B¢
uﬁ Areas of Responsibility 2 ., ’ T"a@ﬁfer Vacancies i3/ Work Relationship 9 Workforce Modeling
1ed 5 .o
0/. Change Legal Employer g Compensation
W/ Dashboard
2/ . Xg s N, : s, T :
es/ Actas Proxy Manager sa/ Action Reasons v Active Plans 5 Administer Compensation
. Lmlay
g Change Working Hours E
@ i S5 by ¥ : s S
A Administer Workers @ Balance Definitions v Benefit Balances ¥ge Change Salary
N, - » £33, : % - N —
Zv Compensation Categories %4 Compensation Info Zv Compensation ltems v Compensation Types

section
Select Transfer under the

Employment section




Manage Transfers: Transfer w/o Pay Rate Change

= m DeKalb County

< Transfer

From the Search for a
Person field, key in the
Employee’'s Name or
Employee Number

test!

D

TH

TD

D

TE

ul

Advanced Search:test

Name

Test2 H2 Hire

Test3_C ADP_C
Deloitte_C

Test4 Deloitte

TestRestError

User IT

Business Title Person Number

99005 - Office Assistant 100115

100021

68060 - Library Specialist

99005 - Office Assistant 100022

E100077 100077

test@google.com

E100097

test@google.com 100097

Select the Employee from the
returned results within the
Recent Items list



Manage Transfers: Transfer w/o Pay Rate Change

Key in the

appropriate Transfer

Start Date in the Transfer
When does the el

transfer start? field

= m DeKalb County

@ When and Why

*What's the way to transfer?

*When does the transfer start?

Transfer

8/27/21

Why are you transferring Test2 H2 Hire?

I Employee Request | |

Select the appropriate
Reason for the Transfer

from the Why are you

rancrar
al I5IC]

transferring? drop-down
list

Select the Continue
button



Manage Transfers: Transfer w/o Pay Rate Change

Select the Position
name from the drop-

down list

' drop-down list
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© Tansfer

* Assignment Status

Active - Payroll Eligible

Person Type

Employee

*Business Unit

DC Business Unit

Primary Assignment
Yes

Projected End Date

Position

| 00006

Assignment Category
Full-time regular

Regular or Temporary
Regular

Full Time or Part Time
Full time

Hourly Paid or Salaried

Salaried

Standard Working Hours

40 Weekly

FTE

Headcount

Mame Code Job Name

Department Name

00006 - Administrative Specialist [ 00006 99015 - Administrative Specialist 06901 - EXTENSION SERVICE - ADMINISTRATION ||

99005 - Office Assistant

'[_?*o |

| From the Position field, key in the Position name. All Position names start with a code and
. then the description. When entering the code, the system will intuitively provide a list of
: Positions that match the data that has been entered. Select the correct Position from the
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Manage Transfers: Transfer w/o Pay Rate Change

@ ~dditional Assignment Info

Info Group | Assignment Extra Information

Probation Period Info

Start Date

| m/d/yy

Duration

Unit of Measure

End Date

| m/d/yy

Select Continue




Manage Transfers: Transfer w/o Pay Rate Change

Document Records (Attachments)

el

%/’f’ There's nothing here so far.
14

4+ Add

the transfer

Add the applicable documents to



Manage Transfers: Transfer w/o Pay Rate Change

‘ Submit Cancel

© Comments

tComments Comments

Attachments

f Drag files here or click to add attachment v

Select the submit
button

Enter the mandatory comment
and attachment associated with
the transfer.




Payroll Coordinator

Manage Transfers

Section 2: Transfers w/ Pay Rate
Change




Manage Transfers: Transfer w Pay Rate Change

Select the My Client
Groups tab

Me My Team My Client Groups

Benefits Administration My Enterprise

Tools

Configuration >

I QUICK ACTIONS I APPS

i"1 HCM Experience Design Studio

&' Hire an Employee
ﬁ' Add a Contingent Worker
&' Add a Pending Worker

i Add a Nonworker

New Person

Goals

Person
Management

Performance

Select the Quick Actions
section and select the
Show More link from
the drop-down list
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Manage Transfers: Transfer w/o Pay Rate Change

"(_/ D’E;:}[w‘goat‘éyw LA ] Change Location K Change Manager ‘L Change Photo
New Person g Change Working Hours ul‘:: Checklist Templates B4 Contact Info :/j Create Work Relationship
oo v Document Delivery W
* A say/ Direct Reports Al @ Document Records ss Eligible Jobs
ﬁ Add a Contingent Worker & & E Preferences 8
® . ® . ®  Family and Emergency 1 o
" a/ Employment Contracts p/ Employment Info M Contact En Identification Info
&/ Pending Workers
&/’ Local and Global Transfer % Manage Job Offers & Manage User Account :_/' Mass Legal Employer Changg
Employment & Person & i%';ﬁ?altid;?stlﬁers e Bl & Personal Details I* Promote
';‘ v Add Assignment ./ B Seniority Dates o%s  Share Data Access <%+ Share Personal Info ./ Termination
i J v MM MM B¢
uﬁ Areas of Responsibility 2 ., ’ T"a@ﬁfer Vacancies i3/ Work Relationship 9 Workforce Modeling
1ed 5 .o
0/. Change Legal Employer g Compensation
W/ Dashboard
2/ . Xg s N, : s, T :
es/ Actas Proxy Manager sa/ Action Reasons v Active Plans 5 Administer Compensation
. Lmlay
g Change Working Hours E
@ i S5 by ¥ : s S
A Administer Workers @ Balance Definitions v Benefit Balances ¥ge Change Salary
N, - » £33, : % - N —
Zv Compensation Categories %4 Compensation Info Zv Compensation ltems v Compensation Types

section
Select Transfer under the

Employment section




Manage Transfers: Transfer w/o Pay Rate Change

= m DeKalb County

< Transfer

test!

Advanced Search:test

D

From the Search for a
Person field, key in the
Employee’'s Name or
Employee Number

Name Business Title Person Number

TH

Test2 H2 Hire 99005 - Office Assistant 100115

TD

Test3_C ADP_C
Deloitte_C

100021

68060 - Library Specialist

D

Test4 Deloitte 99005 - Office Assistant 100022

TE TestRestError E100077 test@google.com 100077

ul

User IT E100097 test@google.com 100097

Select the Employee from the
returned results within the
Recent Items list




Manage Transfers: Transfer w/ Pay Rate Change

Key in the
appropriate Transfer
Start Date in the
When does the
transfer start? field

° When and Why

*When does the transfer start?

4/7/22 o |

*What's the way to transfer?

Select the Reason
Transfer With Pay Rate
Change from the Why
are you transferring?
drop-down list

Transfer With Pay Rate Change ‘

*Why are you transferring

Transfer/Reappoint ‘

Select the Continue
button



Manage Transfers: Transfer w/ Pay Rate Change

Select the Position
name from the drop-

down list

' drop-down list
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© Tansfer

* Assignment Status

Active - Payroll Eligible

Person Type

Employee

*Business Unit

DC Business Unit

Primary Assignment
Yes

Projected End Date

Position

| 00006

Assignment Category
Full-time regular

Regular or Temporary
Regular

Full Time or Part Time
Full time

Hourly Paid or Salaried

Salaried

Standard Working Hours

40 Weekly

FTE

Headcount

Mame Code Job Name

Department Name

00006 - Administrative Specialist [ 00006 99015 - Administrative Specialist 06901 - EXTENSION SERVICE - ADMINISTRATION ||

99005 - Office Assistant

'[_?*o |

| From the Position field, key in the Position name. All Position names start with a code and
. then the description. When entering the code, the system will intuitively provide a list of
: Positions that match the data that has been entered. Select the correct Position from the

e - - - = ——




Manage Transfers: Transfer w/ Pay Rate Change

@ ~dditional Assignment Info

Info Group | Assignment Extra Information

Probation Period Info

Start Date

| m/d/yy

Duration

Unit of Measure

End Date

| m/d/yy

Select Continue




Manage Transfers: Transfer w/ Pay Rate Change

O sy
SelectCo V™ ‘
Longevity *Salary Basis
Cd Longevity ri | Annual Salary Basis
N
+/ Hazardous Duty
4 l Select Components v l
/| Paramedic Component Name Prior Amount Adjustment Amount  Adjustment Percentage Percentage Amount Annual Amount
+/ Supplemental Base salary 44,739.00000 0.00000 0.00000 44,739.00000 44,739.00000
Education Overall salary 46,416.71250 0.00000 0.00000 46,416.71250 46,416.71000
Shift Differential . R
Longevity 1,677.71250 ‘ 0.00000 ‘ ‘ 0.00000 ‘ 3_75000‘ 1,677.71250 1,677.71000
(Base salary) ittt Ittt Sttt
apoly. S
I Hazardous Duty ‘ 0.00000 0.00000
Paramedic
) 0.00000 | 0.00000 0.00000
(Base salary) —
Supplemental ‘ 0.00000 0.00000

 When adjusting salary, coordinators must select the Components button and select the applicable salary

. component. If you do not select and check the applicable components, they will not reflect in the employees pay,
' resulting in a on-cycle reversal.

|
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Manage Transfers: Transfer w/ Pay Rate Change

*Salary Basis
|40 Hourly Salary Basis w |
| Select Components Vv
Component Name Prior Amount Adjustment Amount Adjustment Percentage Percentage Amount Annual Amount
Base salary 20.0000 | 5.0000 | | 25.0000| 25.0000 52,000.0000
I._cngevit\; . 0.0000 | 0.0000| |7| 00000| 0.0000 0.0000
(Base salary) —
F’aramecic . 0.0000 | 0.0000 | |7| 0.0000 | 0.0000 0.0000
(Base salary) —
Key in the appropriate Base I BT R T oowo]
Salary and Hazardous Duty -
' Shift Differential 0.0000 | 0.0000 | | | \ 0.0000 | 0.0000
amount on the Salary section ——
Overall salary 20.0000 7.0000 35.0000 27.0000 56,160.0000
Action Salary Range
Transfer 26.0755 - 40.4178 USD Hourly
Action Reason Salary Range Midpoint
Comparable Transfer
33.2466 USD
*Salary Amount
27.0000 USD Hourly Range Position
6.45
Adjustment Amount
7.0000 USD Compa-Ratio

u 81.-21
y 2 . ~

If the Promotion comes with a Salary change, edit the amount in the Salary Amount field or key in an adjustment
amount in the Adjustment Amount field. Based on which field is entered (Salary Amount or Adjustment Amount),
the other field will be updated to reflect what was entered. If the Salary Amount was entered, then the Adjustment
Amount will be updated with the different between the Current Amount and the newly proposed amount “

S - ===



Manage Transfers: Transfer w/ Pay Rate Change

Document Records (Attachments)

el

%/’f’ There's nothing here so far.
14

4+ Add

Add the applicable documents to
the transfer

21



Manage Transfers: Transfer w/ Pay Rate Change

Submit Cancel

© Comments

*
= Comments

Comments

Attachments

t

Drag files here or click to add attachment v

the transfer.

Enter the mandatory comment
and attachment associated with

Select the submit
button

22



Payroll Coordinator

Manage Transfers

Section 3: Quick Transfers




Manage Transfers: Quick Transfer

Select the My Client
Groups tab

Me My Team My Client Groups Benefits Administration My Enterprise Tools Configuration >
I QUICK ACTIONS I APPS

‘41 HCM Experience Design Studio . .

& Hire an Employee .
Hiring Journeys New Person Person
Management
ﬁ' Add a Contingent Worker
ﬁ' Add a Pending Worker

@ Absences Compensation Goals Performance

i Add a Nonworker

Select the Quick Actions
section and select the
Show More link from
the drop-down list

24
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Manage Transfers: Quick Transfer

— e ey ooy . "
¥ Dachboard ] Change Location K Change Manager ‘L Change Photo
: [0 ’ . ;s
New Person g Change Working Hours = Checklist Templates B4 Contact Info b/ Create Work Relationship
o o .’E‘/ Direct Reports E Bgiument Delivesy (é\) Document Records ;E“/ Eligible Jobs
M Adda Contingent Worker i ISR
® . o . ®  Family and Emergency | -
" a/ Employment Contracts p/ Employment Info M Conacs E‘ Identification Info
&/ Pending Workers
&/ Local and Global Transfer % Manage Job Offers & Manage User Account :_/' Mass Legal Employer Changg
Employment] ® ®  Person Identifiers for External -3 ; e
A Person b Applications MM Personal Details I' Promote
:4 o : & [ ] 5 - - ® . G
MM Add Assignment /| @ Seniority Dates &*s Share Data Access a*e Share Personal Info &/ Termination
® . oy i [id 5 3 [ ] 2
: (] Transfer % Vacancies =/ Work Relationshi ~%  Workforce Modelin
qﬁ Areas of Responsibility o . @5 ----- = F . ¥
0/. Change Legal Employer g Compensation
W/ Dashboard
"I A . i h 3N, 3 EoS . o .
es/ Actas Proxy Manager sa/ Action Reasons v Active Plans % Administer Compensation
. Lmlay
g Change Working Hours E
ﬁ Administer Workers @ Balance Definitions f: Benefit Balances E%4 Change Salary
e . . £33, st Ex . Ex -
h | Zv Compensation Categories #2 Compensation Info Zv Compensation ltems v Compensation Types

section
Select Transfer under the

Employment section

25



Manage Transfers: Quick Transfer

= m DeKalb County

< Transfer

test!

Advanced Search:test

D

From the Search for a
Person field, key in the
Employee’'s Name or
Employee Number

Name Business Title Person Number

TH

Test2 H2 Hire 99005 - Office Assistant 100115

TD

Test3_C ADP_C
Deloitte_C

100021

68060 - Library Specialist

D

Test4 Deloitte 99005 - Office Assistant 100022

TE TestRestError E100077 test@google.com 100077

ul

User IT E100097 test@google.com 100097

Select the Employee from the
returned results within the
Recent Items list

26



Manage Transfers: Quick Transfer -l

° Key in the appropriate Transfer Start Date in
the When does the transfer start? field

Select Transfer in the What's the way to
transfer dropdown list

@ \Whenand Why

*When does the transfer start? *What's the way to transfer?

| 4/1/22 fe | Transfer

*Why are you transferring

27



Manage Transfers: Quick Transfer

©® \Whenand Why

*When does the transfer start?

4/7/22

*What's the way to transfer?

Transfer : ‘

*Why are you transferring
I

| Intercompany Transfer : ‘

N

transferring dropdown list

Select Intercompany Transfer from the Why are you

Select the Continue
button

28
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Manage Transfers: Quick Transfer sl

© Transter " Payroll Coordinators will use the Quick N
! Transfer function when they aren't aware !
' a ' d '+ which position the employee will be placed in |
[Employee [Sataria ' without Salary Adjustment details. i
“Business Unit Working Hours | :
'pA Lt R S i Coordinators will delete the current position
- wwey ' details and enter the correct cost centerin |
(onec v 5 ' the Department drop-down list. i
: !
[oa130- 15 Anatys | ' Deleting the current position will open i
|B:;:j‘f;‘s'1 | |” ; i additional fields on the transfer page. |
Grade “Company I ;
[ora.te ] [oor |1 The Receiving Generalist will receive i
|°01jj1"_“:;;KS_ADMMWON . |D$:f$".?§RMWR ; i notification of the new employee and Qr_wter |
. the correct Salary adjustment and position
[Soecta v ] e |\ detalils.

S e e e e e e e e e e e e e e e e e e e e e e o e ==

Deleted the current position details from the Position
drop down list

29



Manage Transfers: Quick Transfer

Enter the correct
cost center in the
department field

v

CloudVergent 360

© Transfer
*Assignment Status
‘ Active - Payroll Eligible v |
Person Type
‘ Employee v |

*Business Unit

Full Time or Part Time

‘ Full time

Hourly Paid or Salaried

‘ Salaried

Working Hours

‘ DC Business Unit v ‘ ‘ 40 ‘ ‘ Weekly v |
Primary Assignment Standard Working Hours
Yes 40 Weekly
Position FTE
‘ Select a value b 1 ‘
Name Location Name -
00001 - BALANCE SHEET COST CENTER 1 ‘
00003 - REVENUE / EXPENDITURE CLEARING
00004 - DISCOUNTS TAKEN .
00005 - HCM Conversion MALCOF - Administration Bldg
00005 - NONDEPARTMENTAL REVENUES / EXPENDITURES -

Ibelect a value ] v ‘
L

*Reporting Establishment

‘ Select a value v ‘

‘ 06700 - STORMWATER

AD Account Required

‘ Yes

30



Manage Transfers: Quick Transfer

@ ~dditional Assignment Info

Info Group | Assignment Extra Information

Probation Period Info

Start Date

| m/d/yy

Duration

Unit of Measure

End Date

| myasy

Select Continue




Manage Transfers: Quick Transfer

Document Records (Attachments)

%ff There's nothing here so far.

+ Add

Comments

the transfer

Add the applicable documents to

32



Manage Transfers: Quick Transfer

Submit Cancel

© Comments

*
= Comments

Comments

Attachments

t

Drag files here or click to add attachment v

the transfer.

Enter the mandatory comment
and attachment associated with

Select the submit
button

33



Payroll Coordinator

Manage Transfers

Section 2: Promotion




Manage Transfers: Promotion

Select the My

Configuration >

: Me My Team My Client Groups Benefits Administration My Enterprise Tools
Client Groups y Tear nefits Administrati y Enterpri

tab I I
QUICK ACTIONS APPS

i"1 HCM Experience Design Studio

Hire an Employee
ba Py Hiring Journeys

ir Add a Contingent Worker

ﬁ' Add a Pending Worker . .

ﬁ’ Add a Nonworker Absences Compensation

New Person

Goals

Person
Management

Performance

Select the Quick Actions
section and select the
Show More link from
the drop-down list
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Manage Transfers: Promotion

Locate the

Employment section

New Person

iw Add a Contingent Worker

&/ Pending Workers

Employment]

i}i Add Assignment

*ﬁ Areas of Responsibility

® , Change Legal Employer
W/ Dashboard

g Change Working Hours

Add a Nonworker

" Additional Assignment Info

Cancel Work Relationship

Change Location

Checklist Templates

a. Add a Pending Worker

@ 0

A4 Additional Person Info
o, -
g/ Change Assignment
g Change Manager

B Contact Info

®*
p  Hire an Employee

E Allocate Checklists

0. )
&/ Change Legal Employer
L] Change Photo

[Ses3

&/’ Create Work Relationship

36



Manage Transfers: Promotion

ss/ Direct Reports = Eref(;rencesw g (g> Document Records as/ CElgible Jobs

@ . o . @ . R ® Family and Emergency S

g/ Employment Contracts g/ Employment Info M oo E.-‘ Identification Info

o . oy = ¢ P . ; @ oy . ® . < s _

g/ Local and Global Transfer ‘&g Manage Job Offers M Manage User Account g/ MassLlegal Employer Change
@ ; ® Person Identifiers for External @ < ' :

A4 Person M Appiications A4 Personal Details Promote

B Seniority Dates o*s Share Data Access a*e  Share Personal Info ::‘/ Termination

O/ Transfer 3/ Work Relationshi 1) Workforce Model

g/ Tanster &% Vacancies asy Work Relationship & orkforce Modeling

Select Promote under the
Employment section

37
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Manage Transfers: Promotion CV)

nt 360

= m DeKalb County

Promote

tesﬂ

Advanced Search:test

Key i n th e a p p rO p ri ate Name Business Title Work Email Person Number ~
information for an ‘ Test H Berry 99005 - Office Assistant 100044

Em p | Oyee na me | N th e TD  Test1 Deloitte 68070 - Library Technician 100019
Searc h ba ron th e TD  Test2 Deloitte 68070 - Library Technician 100020
Promote page b

TH Test2 H2 Hire 99005 - Office Assistant 100115

TD  Test3 CADP_C 68060 - Library Specialist 100021
Deloitte_C

Select the correct
Employee Name from
the drop-down list

38



Manage Transfers: Promotion

= m: DeKalb County

Promote

Test?2 Deloitte

© When and Why

*When does the promotion start?

Select the appropriate
Promotion Start Date

8/27/21 G

39



Manage Transfers: Promotion

Em: DeKalb County N ® a.

PFO mOte Submit

Test2 Deloitte

© When and Why

*When does the promation start? *What's the way to promote?

8/27/21

Why are you promoting Test2 Deloitte?

| Normal Career Proqre:—s‘io:{

\
[9) Dramntinn

Select the appropriate
Reason for the promotion
from the Why are you
promoting Employee
name? drop-down list

Select the Continue
button

40



Manage Transfers: Promotion

Select the appropriate Position
name from the drop-down list

o Promotion

* Assignment Status

|Ac1|'ve - Payroll Eligible

Person Type

‘ Employee

Primary Assignment
Yes

Projected End Date
| m/d/yy

Position

| 00005

Regular or Temporary
Regular

Full Time or Part Time
Full time

Hourly Paid or Salaried

Hourly

Standard Working Hours
40 Weekly

FTE

Headcount

MName

Department Name

00005 - 0@06 Assistant 00005 99005 - Office Assistant 01525 - HUMAN RESOURCES & MERIT SYSTEM - TRAINING & DEVELOPMENT

68070 - Library Technician

Business Title

‘ 68070 - Library Technician

Probation End Date
m/d/yy

Notice Period

Select a value

s |

|Select a value v l

"— ____________________________________________________________________ \

:’ From the Position field, key in the Position name. All Position names start with a code and
' then the description. When entering the code, the system will intuitively provide a list of
' Positions that match the data that has been entered. Select the correct Position from the

' drop-down list

N e e o o e e e e e e R R R e e M M M G e M M R M e M M M M e R M M R e R M M M G M M M M M e M M R R e R M M M e M M M S e e e e e

e e e e = -
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| v
Manage Transfers: Promotion

Apply Selected Position Changes

Job 99005 - Office Assistant

01525 - HUMAN RESOURCES &
Department MERIT SYSTEM - TRAINING &
DEVELOPMENT

Select the Yes button on

the Apply Selected Position
pop-up window

:/E Location PIC - DeKalb WorkSource

'with a message to confirm the data elements that have been selected for synchronization.
Select Yes on the pop-up window

|
\
N e e e e e e e e e e e e e e e e = e = e = = e = = = = = = = = = = = = = = = = = = == 4 42



Manage Transfers: Promotion

Once all the necessary
information has been
completed under the
Promotion section,
select the Continue
button

*Synchronize from Position

‘ Yes

_ ‘ Probation Period

Job
99005 - Office Assistant

Business Title

‘ ‘Select a value

Probation End Date

| m/d/vy

99005 - Office Assistant

‘ Notice Period

Grade
06

Department

‘ ‘Select a value

Merit Status
Y

Company

01525 - HUMAN RESOURCES & MERIT SYSTEM - TRAINING & |

DEVELOPMENT

Worker Category

Division Code

Select a value

Assignment Category
Full-time regular

AD Account Required?

| Yes

43
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Manage Transfers: Promotion

*Salary Basis

| 40 Hourly Salary Basis w

| Select Components Vv

Component Name Prior Amount Adjustment Amount Adjustment Percentage Percentage Amount Annual Amount

(ot sl ] [ ocom]

) 0.0000 0.0000 0.0000 0.0000

Paramedic

(Base salary) 0.0000 D 0.0000 0.0000
Key in the appropriate Base ]
Salary and Hazardous Duty
amount on the Salary section

Overall salary 20.0000 7.0000 35.0000 27.0000 56,160.0000

Action Salary Range

Transfer 26.0755 - 40.4178 USD Hourly

Action Reason
Comparable Transfer

Salary Range Midpoint

33.2466 USD
*Salary Amount
27.0000 USD Hourly Range Position

6.45
Adjustment Amount

7.0000 USD Compa-Ratio

“ 81.-21
2. . ~

If the Promotion comes with a Salary change, edit the amount in the Salary Amount field or key in an adjustment
amount in the Adjustment Amount field. Based on which field is entered (Salary Amount or Adjustment Amount),
the other field will be updated to reflect what was entered. If the Salary Amount was entered, then the Adjustment
Amount will be updated with the different between the Current Amount and the newly proposed amount “

S - ===



Manage Transfers: Promotion

\

:’ If payroll coordinators select the “Salary Basis” (drop-down at the top of the Salary Details page), it will blank!
' out all the values (including base pay, longevity, hazard, paramedic, etc.). The only time the drop-down :
' would need to be selected is an FLSA non-exempt (hourly) employee promotes to FLSA exempt or if you |
' are changing the standard hours (i.e., 40-to-53, 40-to-42.5, etc.). )

N—r

D J—
T *Salary Basis
|40 Hourly Salary Basis ~
| Select Components Vv
Component Name Prior Amount Adjustment Amount  Adjustment Percentage Percentage Amount Annual Amount
Base salary 20.0000 | 5.0000 | | 25.0000| | 25.0000 52,000.0000
Longevity . 0.0000 | 0.0000 | | | 0.0000 | 0.0000 0.0000
(Base salary) — I
Hazardous Duty 0.0000 | 2.0000| 1 | 2.0000 4,160.0000
Paramedic 0.0000 | 0.0000 | | | 00000 0.0000 0.0000
(Base salary) S SEE———
Supplemental 0.0000 | 0.0000 | | | | 0.0000 | 0.0000
Shift Differential 0.0000 | 0.0000 | | | | 0.0000 | 0.0000
Overall salary 20.0000 7.0000 35.0000 27.0000 56,160.0000
Action Salary Range
Transfer 26.0755 - 40.4178 USD Hourly
Action Reason Salary Range Midpoint
Comparable Transfer 332465 USD
*Salary Amount
27.0000 USD Hourly Range Position
6.45
Adjustment Amount
7.0000 USD Compa-Ratio 45
81.21
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[
I
1
1
I
I
|

“Salary Basis

|4{J Hourly Salary Basis

| Select Components

Component Name

Base salary

Longevity
(Base salary)

Hazardous Duty

Paramedic
(Base salary)

Supplemental

Shift Differential

Overall salary

Action
Transfer

Action Reason
Comparable Transfer

“Salary Amount
27.0000 USD Hourly

Adjustment Amount
7.0000 UsSD

Prior Amount

20.0000

0.0000

0.0000

0.0000

0.0000

0.0000

20.0000

Adjustment Amount

5.0000 |

0.0000 |

2.0000 |

0.0000 |

0.0000 |

0.0000 |

7.0000

w
v
(=]
(=1
[=]
=

Adjustment Percentage

25.0000 |

!

Salary Range

Percentage

0.0000 |

26.0755 - 40.4178 USD Hourly

Salary Range Midpoint
33.2466 USD

Range Position
6.45

Compa-Ratio
81.21
—

Amount

25.0000
0.0000

2.0000
0.0000

0.0000 |

0.0000 |

27.0000

Annual Amount

52,000.0000

0.0000

4,160.0000

0.0000

0.0000

0.0000

56,160.0000

If you have not selected to display all components using the “Select Components”, button then

coordinators may inadvertently drop the employee’s longevity pay, thus paying the employee

incorrectly. CV360 may flag these anomalies, but not until the next pay cycle, meaning the employee will
. receive at least one check without longevity.
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Annual Salary
56,160.0000 USD (FTE 1)

Annualized Full-Time Salary
56,160.0000 USD

Grade Name
20

Current Salary

20.0000 USD Hourly

26.0755 40.4178

Show Current Salary Details

1

Quintile
1

Next 5alary Review Date

| m/d/yy

fe

Proposed Salary

27.0000 USD Hourly

+7.0000 (+35.0000%)

26.0755 40.4178

(4 ) Compensation

() Comments and Attachments

The revised salary will be reflected on
the Salary page. Select the Continue
button to save the changes and
proceed to the next step
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(1) When and Why

@ Promotion

(3 Salary

# Edit

£ Edit

SRR

# Edit

° Compensation

Show Prior Compensation

ead

’ There's nothing here so far.

Select the Add button
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° Compensation

“Plan Plan

Felect avalue l W ‘

Plan

New Test Allowance

Select the appropriate
Plan from the drop-down
||St Continue

@ Compensation

*Plan

‘ MNew Test Allowance W ‘

*Option Option

I’Select a value l W ‘
Option

Select the appropriate
Option from the drop-
down list

New Test Allowance

Continue
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*Plan B

Travel Allowance
*Option
Travel Allowance

*Start Date

101721 t Select the OK button
End Date
v Ongoing
—fAmount I
70.00'
) ) *Periodicity
Key in the appropriate Periodically
Amount
Continue
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Administer Compensation

@ When # Edit

e Additional Compensation

4+ Add

Travel Allowance 70.00 USD | Recurring

Travel Allowance
10/1/21 - Ongoing

Show Prior Compensation

Select the Submit
button

51



Manage Transfers: Promotion

(®) Salary Z et
(@) Compensation /it

© Comments and Attachments

Comments

Key in the appropriate Commerts
details in the Comments
section and add the

required Attachments for Attachments
the Approver as needed

" Drag files here or click to add attachment

B iachents may be selected from the il
or they can be dragged and dropped into
the Attachments section |

N e o o e e o e e e e e e e e M e e R M M e R M e e e M e e e -

o = = =




Manage Transfers: Promotion

Promote

Test2 Deloitte

@ When and Why

@ Promotion

(®) Salary

@ Compensation

| # Edit \

I # Edit
] # Edit ]

’ # Edit i

e Comments and Attachments

Select the Submit
button
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DeKalb County Cost Center List

CV360 Cost Center

00100
00200

00300
00500
00700
00800

01100
01400
01500
01600
02100
02200

02700

02800
02900
03200
03400

03500
03600
03700

Department Name

CEO's Office (Merit Exempt under CEO)
Board of Commissioners

Law Department (Merit Exempt under CEO)
Internal Audit
Ethics Board
Geographic Information Systems (GIS)

Facilities Management (FM)
Purchasing and Contracting
Human Resources (HR)
Information Technology (IT)
Finance
Office of Management and Budget (OMB)

Property Appraisal and Assessment (Tax Assessor)

Tax Commissioner
Voter Registration / Elections
Sheriff
Juvenile Court (Merit Exempt under CEO)

Superior Court
Clerk, Superior Court
State Court

*Non-Merit Department Highlighted in Yellow

CV360 Cost Center

03800
03900
04000
04100
04200
04300
04400
04500
04600
04800
04900
05100
05500
05800
05900
06100
06800
06900
07500
07800
08000
08200
70000
60000
01200
05400
05700
08100

v

360

Department Name

Solicitor, State Court
District Attorney
Child Advocate (Merit Exempt under CEO)
Probate Court
Animal Services
Medical Examiner
DeKalb Emerg. Mgmt Agency (DEMA)
Public Defender
Police Services/911
Magistrate Court
Fire & Rescue Services
Planning & Sustainability
Public Works - Director’s Office
Beautification Administration
Code Compliance
Parks and Recreation
Library
Extension Service
Human Services
Citizen Call Center
Watershed Management
Peachtree DeKalb Airport
WorkSource
Community Development
00012 Public Works - Fleet Maintenance
00054 Public Works - Transportation
00057 Public Works - Roads & Drainage
00081 Public Works - Sanitation
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