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Manage Transfers

Payroll Coordinator

Section 1: Transfers w/o Pay Rate 
Change
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Manage Transfers Action Reasons

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.

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 specify the appropriate action and action reason for the Transfer. 
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Manage Transfers Action Reasons

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

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

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

1

2
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Manage Transfers: Transfer w/o Pay Rate Change

Locate the Employment 
section

Select Transfer under the 
Employment section

3

4
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Manage Transfers: Transfer w/o Pay Rate Change

5

6
Select the Employee from the 
returned results within the 
Recent Items list

From the Search for a 
Person field, key in the 
Employee’s Name or 
Employee Number 
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Manage Transfers: Transfer w/o Pay Rate Change

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

7

Select the appropriate 
Reason for the Transfer 
from the Why are you 
transferring? drop-down 
list

8

Select the Continue
button

7
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Manage Transfers: Transfer w/o Pay Rate Change

Select the Position
name from the drop-
down list

9

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



9

Manage Transfers: Transfer w/o Pay Rate Change

Select Continue11

Key the Additional Assignment Information if applicable. 
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Manage Transfers: Transfer w/o Pay Rate Change

Add the applicable documents to 
the transfer13
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Manage Transfers: Transfer w/o Pay Rate Change

Enter the mandatory comment 
and attachment associated with 
the transfer.

14

15 Select the submit 
button
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Manage Transfers

Payroll Coordinator

Section 2: Transfers w/ Pay Rate 
Change
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Manage Transfers: Transfer w Pay Rate Change

Select the My Client 
Groups tab

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

1

2
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Manage Transfers: Transfer w/o Pay Rate Change

Locate the Employment 
section

Select Transfer under the 
Employment section

3

4
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Manage Transfers: Transfer w/o Pay Rate Change

5

6
Select the Employee from the 
returned results within the 
Recent Items list

From the Search for a 
Person field, key in the 
Employee’s Name or 
Employee Number 
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Manage Transfers: Transfer w/ Pay Rate Change

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

7

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

Select the Continue
button

9

8
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Manage Transfers: Transfer w/ Pay Rate Change

Select the Position
name from the drop-
down list

10

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
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Manage Transfers: Transfer w/ Pay Rate Change

Select Continue11

Key the Additional Assignment Information if applicable. 
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Manage Transfers: Transfer w/ Pay Rate Change

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

Key in the appropriate Base 
Salary and Hazardous Duty 
amount on the Salary section

12

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
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Manage Transfers: Transfer w/ Pay Rate Change

Add the applicable documents to 
the transfer13
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Manage Transfers: Transfer w/ Pay Rate Change

Enter the mandatory comment 
and attachment associated with 
the transfer.

14

14 Select the submit 
button
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Manage Transfers

Payroll Coordinator

Section 3: Quick Transfers
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Manage Transfers: Quick Transfer

Select the My Client 
Groups tab

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

1

2



25

Manage Transfers: Quick Transfer

Locate the Employment 
section

Select Transfer under the 
Employment section

3

4
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Manage Transfers: Quick Transfer

5

6
Select the Employee from the 
returned results within the 
Recent Items list

From the Search for a 
Person field, key in the 
Employee’s Name or 
Employee Number 
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Manage Transfers: Quick Transfer

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

7

8
Select Transfer in the What’s the way to 
transfer dropdown list
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Manage Transfers: Quick Transfer

Select Intercompany Transfer from the Why are you 
transferring dropdown list

Select the Continue
button

7 8
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Manage Transfers: Quick Transfer

Payroll Coordinators will use the Quick 
Transfer function when they aren’t aware 
which position the employee will be placed in 
without Salary Adjustment details.

Coordinators will delete the current position 
details and enter the correct cost center in 
the Department drop-down list.

Deleting the current position will open 
additional fields on the transfer page.

The Receiving Generalist will receive 
notification of the new employee and enter 
the correct Salary adjustment and position 
details.

Deleted the current position details from the Position 
drop down list

9



30

Manage Transfers: Quick Transfer

9

Enter the correct 
cost center in the 
department field
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Manage Transfers: Quick Transfer

Select Continue11

Key the Additional Assignment Information if applicable. 
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Manage Transfers: Quick Transfer

Add the applicable documents to 
the transfer13
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Manage Transfers: Quick Transfer

Enter the mandatory comment 
and attachment associated with 
the transfer.

14

15 Select the submit 
button
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Manage Transfers

Payroll Coordinator

Section 2: Promotion
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Manage Transfers: Promotion

Select the My 
Client Groups
tab

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

1

2
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Manage Transfers: Promotion

Locate the 
Employment section

3
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Manage Transfers: Promotion

4

Select Promote under the 
Employment section
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Manage Transfers: Promotion

Key in the appropriate 
information for an 
Employee name in the 
search bar on the 
Promote page 

5

6

Select the correct 
Employee Name from 
the drop-down list
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Manage Transfers: Promotion

Select the appropriate 
Promotion Start Date

7
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Manage Transfers: Promotion

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

8

9

Select the Continue 
button
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Manage Transfers: Promotion

Select the appropriate Position
name from the drop-down list

10

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
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Manage Transfers: Promotion

Select the Yes button on 
the Apply Selected Position 
pop-up window

11

Position synchronization is being used when selecting the Position. You will be prompted 
with a message to confirm the data elements that have been selected for synchronization. 
Select Yes on the pop-up window
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Manage Transfers: Promotion

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

12
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Manage Transfers: Promotion

Key in the appropriate Base 
Salary and Hazardous Duty 
amount on the Salary section

13

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



45

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.). 
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Manage Transfers: Promotion

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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Manage Transfers: Promotion

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

14
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Manage Transfers: Promotion

Select the Add button 

15
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Manage Transfers: Promotion

Select the appropriate 
Plan from the drop-down 
list

Select the appropriate 
Option from the drop-
down list

17

16
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Manage Transfers: Promotion

Key in the appropriate 
Amount

18

Select the OK button

19
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Manage Transfers: Promotion

Select the Submit 
button

20



52

Manage Transfers: Promotion

Key in the appropriate 
details in the Comments
section and add the 
required Attachments for 
the Approver as needed

21

Attachments may be selected from the file, 
or they can be dragged and dropped into 
the Attachments section
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Manage Transfers: Promotion

Select the Submit
button

22
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DeKalb County Cost Center List

CV360 Cost Center Department Name

00100 CEO’s Office  (Merit Exempt under CEO)
00200 Board of Commissioners

00300 Law Department  (Merit Exempt under CEO)

00500 Internal Audit   

00700 Ethics Board   

00800 Geographic Information Systems (GIS)

01100 Facilities Management (FM)

01400 Purchasing and Contracting

01500 Human Resources (HR)

01600 Information Technology (IT)

02100 Finance

02200 Office of Management and Budget (OMB)

02700 Property Appraisal and Assessment (Tax Assessor)

02800 Tax Commissioner

02900 Voter Registration / Elections

03200 Sheriff

03400 Juvenile Court  (Merit Exempt under CEO)

03500 Superior Court

03600 Clerk, Superior Court

03700 State Court

CV360 Cost Center Department Name

03800 Solicitor, State Court 

03900 District Attorney

04000 Child Advocate (Merit Exempt under CEO)

04100 Probate Court

04200 Animal Services  

04300 Medical Examiner

04400 DeKalb Emerg. Mgmt Agency (DEMA)  

04500 Public Defender

04600 Police Services/911

04800 Magistrate Court

04900 Fire & Rescue Services 

05100 Planning & Sustainability

05500 Public Works - Director’s Office

05800 Beautification Administration

05900 Code Compliance  

06100 Parks and Recreation

06800 Library

06900 Extension Service

07500 Human Services

07800 Citizen Call Center 

08000 Watershed Management

08200 Peachtree DeKalb Airport

70000 WorkSource

60000 Community Development

01200 00012  Public Works - Fleet Maintenance

05400 00054  Public Works - Transportation

05700 00057  Public Works - Roads & Drainage
08100 00081  Public Works - Sanitation

*Non-Merit Department Highlighted in Yellow


