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Manage Assignment Status

Payroll Coordinators

• Section 1: Suspend Assignment
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Upon the completion of the Manage Assignment Status: Suspend Lesson, you will be able to:

Lesson Objective:

Objectives

• Suspend an Employee’s Assignment
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Manage Assignment Status: Suspend

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 Assignment Status: Suspend

Select Change 
Assignment under the 
Employment section

Locate the Employment 
section

3

4
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Manage Assignment Status: Suspend

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 



6

Manage Assignment Status: Suspend

Select the appropriate 
Assignment Change 
Start Date in the When 
does the assignment 
change start? field

7

Select the appropriate option 
from the What’s the way to 
change the assignment?
drop-down list 

8

Select Status Change in the Why are 
you changing the assignment? drop-
down list. Select the Continue button
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Manage Assignment Status: Suspend

Select Suspended – Payroll 
Eligible from the 
Assignment Status drop-
down list
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Manage Assignment Status: Suspend

If there is a Salary 
Change based on 
the Suspension, 
edit Section 3 and 4 
for Salary and 
Compensation. If 
no Salary Change is 
needed, these 
sections can be 
skipped

8

Select the 
Submit 
button
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Lesson 4: Manage Assignment 
Status

Manage Work Relationship Lifecycle

• Section 2: Leave of Absence
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Manage Assignment Status: Leave of Absence

Select the My Client 
Groups tab

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

1

2



11

Manage Assignment Status: Leave of Absence

3

Select Change 
Assignment under the 
Employment section

Locate the Employment 
section

4
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Manage Assignment Status: Leave of Absence

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 Assignment Status: Leave of Absence

Key in the appropriate 
Assignment Change 
Start Date in the When 
does the assignment 
change start? drop-
down list

7

Select the appropriate Change
from the What’s the way to 
change the assignment? drop-
down list 

8

Select Status Change from the 
Why are you changing the 
assignment? drop-down list. 
Select the Continue button
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Manage Assignment Status: Leave of Absence

Select either Leave of Absence 
(Paid) or Leave of Absence 
(Unpaid) from the Assignment 
Status drop-down list
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Manage Assignment Status: Leave of Absence

Select the 
Submit 
button
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If there is a Salary 
Change based on the 
Leave of Absence, 
edit Section 3 and 4 
for Salary and 
Compensation. If no 
Salary Change is 
needed, these 
sections can be 
skipped
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