Payroll Coordinators

Manage Compensation




Lesson Objectives:
Upon the completion of the Manage Compensation lesson, you will be able to:

« View and Update an Employee’s Salary

« View an Employee’s Compensation through Individual Compensation Plans

« Award Compensation to an Employee through Individual Compensation Plans
« View an Employee’s Compensation History

« View an Employee’s Total Compensation Statement (When Available)




Payroll Coordinators

‘Lesson 7: Manage

Compensation
Section 1: View an Employee’s Salary




v

Lesson Objective:
Upon the completion of the Manage Compensation: View an Employee’s Salary lesson, you will be able to:

« View an Employee’s Salary




Manage Compensation: View an Employee’s Salary

- C DeKalb County n® i

Good morning, NG

Me My Team My Client Groups Benefits Administration Tools Others

Select the My Client Groups tab
from the CV360 homepage 1

Identification Info
Person Compensation

Management

- C DeKalb County n® i

Good morning, NS

Me My Team My Client Groups Benefits Administration Tools Others

Select the Person
Management tile within the
- - Apps area




Manage Compensation: View an Employee’s Salary

- [E DeKalb County n ® I

Search Person

Person Management: Search @

4 Search |Agvanced‘ Saved Search ‘AH People

* Required
** At least one is required

From the Person Management: " e T |
Search page, key the Name or  pr | e it e et
Employee Number of the et 5

Employee

** National ID |

e

{ \
— Lmployees may be searched by |

= [E DeKalb County
{Name, Person Number, or by |

Search Person I

|
Keywords )
Person Management; Searcche 0 e il -

4 Search |Agvanced‘ Saved Search ‘AH People

* Rex
** At least one is re

d

quire
quired

** Name ‘ ‘ i Keywords | |

** Person Number ‘ o ‘ Include terminated work relationships

*Effective As-of Date | 12/6/21 E‘g |

Select the
Search button

** National ID ‘ ‘

| Search I{ Reset” Save... ‘




Manage Compensation: View an Employee’s Salary -

= C DeKalb County n ® I}

Search Person

Person Management: Search @

4 Search |Agvanced‘ Saved Search ‘AH People

* Required
** At least one is required

** Name ‘ ‘ bl Keywords | ‘
** Person Number ‘ ‘ Include terminated work relationships
** National ID ‘ ‘ *Effective As-of Date | 12/6/21 e |

‘ Search H@H Save... |

4 search Results @

From the SearCh Results Actions v View v Formatvy 72

S e Cti O n S e | e Ct t h e Name :zr:‘g:r National ID Department Location #;;Ferson Job gts:tEl:mem Actions
! : | 02132 - FINANCE-UTILITY CUSTOMER OPERATIONS ANNEX - Mal... Employee 21040 - Accounting Te...  Active - Payr...

Employee’s Name link —

= C DeKalb County o ® ‘

_ Person Management -

Person Number

NA

From the Employment
page, select the Panel
Drawer icon

Employment X

Employment

= ,OE




Manage Compensation: View an Employee’s Salary

= C DeKalb County

_: Person Management

Person Number

NA

Employment x

Work Relationship @

Legal Employer DeKalb County GA
Worker Type Employee
Hire Date 1/1/20

Assianment: 21040 - Accounting Technician, Senior @ &

Employment

0 ®

+ Compare

Absences

ple g m

f

Country United States

ompen jon
« Change Salary

« Absence Records

« Individual Compensation
« View Compensation History

« View Total Compensation Statement

Personal and Employment

« Person

+ Employment

« Seniority Dates

+ Work Relationship

« Talent Profile

« Document Records

+ Documen t Delivery Preferences

+ Person Identifiers for External Applications

Once the Panel Drawer
opens, select the Change
Salary link from the
Compensation section

= C DeKalb County

Person Number

NA

Employment % Change Salary x

4 Person Information

NA

vere [

Assignment Number E100081
Position 16181 - Accounting Technician, Senior
Location ANNEX - Maloof Annex

0O

< Change Salary : )

Person Number|
Job 21040 - Accoun ting Technician, Senior
Department 02132 - FINANCE-UTILITY CUSTOMER OPERATIONS

> Il
clsse.

Manager
Salary History Currency | Worker local currency
" -
Salary Amount  28.00000 USD Hourly Effective Period  1/1/20 - Ongoing Compa-Ratio 11546
Action Reason Hire to fill vacant position Grade DK2_13

| Propose New Salary ‘

From the Change Salary tab, the
Coordinator can review the
current as well as Historical Salary
Details of an Employee. To see the
complete Salary Details, select the
Orange Chevron and select View
from the drop-down list



Manage Compensation: View an Employee’s Salary

» Person Information

4 Current Salary

Components History

Component Name

Base salary

Overall salary

{ Change Salary : |

Start Date 1/1/20

End Date Ongeing
Salary Basis 40 Hourly Salary Basis

Salary Amount 28.00000 USD Hourly

Annual Salary 58,240.00000 USD(FTE1)

Annualized Full-Time Salary 58,240.00000 USD

Next Salary Review Date

Action Hire
Action Reason Hire to fill vacant position
Grade Name DKZ2_13

Salary Range 19.02 - 29.48 USD Hourly

Salary Range Midpoint 24.25 USD

Compa-Ratio 11546
Range Position  85.85

Quartile 4
Quintile 5
Annualized Full-
Percentage Amount Annual Amount Time Amount
28.00000 USD 58,240.00000 58,240.00000
28.00000 USD 58,240.00000 58,240.00000

j "Scroll through the page to see all

! Sa/ary information related to the

| Employee. Details such as the

| Employee’s Salary Basis, Grade,

' Salary Range, and Components can
\ \be viewed

T EE WS S S S S S S S S S S S e e e e

-

- e o s e == =

The Coordinator will
be able to see the
complete Salary
Details as well as the
Salary Components
and History




Manage Compensation: View an Employee’s Salary

| C DeKalb County

- Person Management
NA

Person Number

Employment X Change Salary x

0 ® il

. Once the Coordinator has

| Sty et nerehe ca
— A Salary details, he/she can

b Person Information

4 Current Salary

Start Date 1/1/20

select the Close button

Currency |Worker local currency

Action Hire

|' If you are not taken directly back to
| the Person Search page after

| selecting the Close button, a

' Warning Message may appear. If it
| does, select the Yes button to return
\to the Person Search page

- e e e e = =



Payroll Coordinators

-Lesson 7: Manage

Compensation

Section 2: Update an Employee’s
Salary




v

Lesson Objective:
Upon the completion of the Manage Compensation: Update an Employee’s Salary lesson, you will be able to:

« Update an Employee’s Salary




Manage Compensation: Update an Employee’s Salary

- C DeKalb County

Good morning, NG

Me My Team

My Client Groups

Select the My Client
Groups tab from the
CV360 homepage

QUICK ACTIONS APPS

Person

Person
Management

Identification Info

Benefits Administration

Compensation

Tools Others

- C DeKalb County

Good morning, NS

Me My Team My Client Groups

Benefits Administration

n ® I}

Tools Others

QUICK ACTIONS APPS
Person °
. 7oy
Y4 2 L
Identffication Info
Person Compensation
Management

Select the Person
Management tile within the
Apps area



Manage Compensation: Update an Employee’s Salary

- [E DeKalb County

Search Person

Person Management: Search @

|Agvanced ‘ Saved Search ‘AH People

4 Search
* Required
FrOm the Person Management: ** At least one is required
Search key the N " | el |
ea rC page, ey t e a me O r * Person Numher" | Include terminated work relationships

E m p I Oyee N um be r Of th e * Natonal D | | ‘EMective Asof Date 126121 |
Employee

e

Search Person

Person Management: Search @

4 Search | Advanced| Saved Search | Al People

* Requi
** At least of requi d
** Name ‘ ‘ ** Keywords | |
** Person Number ‘ o ‘ Include terminated work relationships
** National ID ‘ ‘ *Effective As-of Date | 12/6/21 to |

| — DeKalb County Oa @ E
L) = mployees may be searched ‘

\by Name, Person Number, or
tby Keywords ,

Select the

| Search I{ Reset” Save... ‘

Search button




Manage Compensation: Update an Employee’s Salary -V

= C DeKalb County n @ I}

Search Persen

Person Management: Search @

4 Search |Agvanced‘ Saved Search ‘AH People

* Required
** At least one is required

** Name ‘ ‘ ** Keywords | ‘
** Person Number ‘ ‘ Include terminated work relationships
** National ID ‘ ‘ *Effective As-of Date | 12/6/21 to |

‘ Search H@” Save...|

4 Search Results @

From the SearCh Results Actions v View v Formatv 7

. Name Person National ID Department Location User Person Job Assignment Actions
section, select the — -
! 02132 - FINANCE-UTILITY CUSTOMER OPERATIONS ANNEX - Mal... Employee 21040 - Accounting Te...  Active - Payr...

Employee’s Name link —

= C DeKalb County o ® ‘

_ Person Management -

Person Number

NA
From the Employment

page, select the Panel
Drawer icon

Employment X

Employment

= ,OE




Manage Compensation: Update an Employee’s Salary

= C DeKalb County

_ Person Management

Person Number

NA

Employment x

Employment

Work Relationship @
Legal Employer DeKalb County GA

Worker Type Employee
Hire Date 1/1/20

Country United States

+ Compare

Absences
« Absence Records

i « Change Salary I

« Individual Compensation
« View Compensation History

« View Total Compensation Statement

ple g m

Personal and Employment
s Person

f

+ Employment

« Seniority Dates

+ Work Relationship

« Talent Profile

« Document Records
 Document Delivery Preferences

+ Person Identifiers for External Applications

|_Assi€nment: 21040 - Accounting Technician, Senior @ &

_: Person Management

Person Number

NA

Employment X Change Salary x

4 Person Information

NA

Name -

Assignment Number E100081

Position 16181 - Accounting Technician, Senior

Location ANNEX - Maloof Annex

Salary History

Salary Amount  28.00000 USD Hourly Effective Period 1/1/20 - Ongoing

Action Reason Hire to fill vacant position

<  Change Salary : )

Person Number -

Job 21040 - Accounting Technician, Senior
Department 02132 - FINANCE-UTILITY CUSTOMER OPERATIONS

Manager

Once the Panel Drawer
opens, select the Change
Salary link from the
Compensation section

O
E=l

Currency | Worker local currency

:‘ I Propose New Salary}l

Compa-Ratio 11546

Grade DK2 13

From the Change Salary tab,

select the Propose New Salary
button



v

s ]
Manage Compensation: Update an Employee’s Salary

Propose New Salary

* Start Date |I 12/7/21 e

* Action ‘ k 4 ‘

From the Propose New
Salary form, select the Start ~ Reason ‘ - ‘

Date. In this example, Today's

Date will be used

Propose New Salary

* Start Date | 1217721 fie

* Action Pay Rate Change v

~

eeeee 2016 Pay & Class DC_PNC2016

From the Action field, select
Pay Rate Change from the
drop-down list

Change Salary CHANGE_SALARY

DC _PRC

PROMOTION
HIRE
TRANSFER
GLB_TRANSFER
HIRE_ADD_WOR

REHIRE

TEMP_ASG V)




/
Manage Compensation: Update an Employee’s Salary CV)

Haliday - Defunded

Holiday - Pay Rates Restored
In-Grade Adjustment

Job Reclassification

Living Wage Adjustment

Local Code 2-44 Pay Increase

Longevity Rate Change

Propose N
| Merit

* Start Date | Minimum Wage Increase

Move: to Maximum
Search._.

From the Action Reason field, - =
select Merit from the drop-
down list

* Action

Propose New Salary

* Start Date | 12/7/21 i@

* Action Fay Rate Change v ‘

Merit Once the details for the
Propose New Salary have
been entered, select the OK

button

Reason




Manage Compensation: Update an Employee’s Salary

360

History] Components
S Cro | | d Oown th Ffou g h th e Component Name Prior Amount Adjﬁ";ﬁ:: ‘;:jr';?:::;; Percentage Amount  Annual Amount An%‘::gz:;;;':;
pPage an d select the Base salary 2800000 oooo0| | o0u[% 200000[USD 5824000000 58,240.00000
CO m pO ne ntS ta b Overall salary 2800000 0.00000 000 % 28.00000 USD 58,240.00000 58,240.00000
e
History Components
» . Adjustment  Adjustment Annualized Full-
‘ :Component Name Prior Amount Amount Percentage Percentage Amount  Annual Amount Time Amount
Base salary 28.00000 ‘ 1‘40000‘ 500 1% |29.40000 usD 61,152.00000 61,152.00000
Overall salary 28,0000 140000 500 % 2940000 USD 61,15200000 61,152.00000 Key ina New AdJUStment
Percentage or a New

Adjustment Amount. In
this example, 5% will be
used as the New

( /f the Adjustment Amount is entered, then the Adjustment Percentage and the new

\
|Amount will change and will be automatically populated. If the Adjusted Percentage : Adjustment Percentage

I

I

|

'/S entered, then the Adjustment Amount and the new Amount will change and will be
\automat/ca//y populated

19



Manage Compensation: Update an Employee’s Salary

Change Salary

¥ Person Information
P Prior Salary
4 New Salary
*Start Date 12/7/21

End Date | m/d/yy le

15

Once the update has been completed, select the Continue button

Continue

‘ ‘ Cancel ‘

]

Currency |Worker local currency

*Action ‘ Pay Rate Change

Action Reason ‘ Merit

NA

S

4 Person Information

NA

Review Salary

Start Date

End Date
Action

Action Reason
Salary Basis
Salary Amount
Conversion Rate

Adjustment Amount

Plrm\u}lvn('n[ %X Change Salary x

Change Salary :

~ame

Assignment Number F100081
Position 16181 - Accounting

Location ANNEX - Maloof Annex

Current Value

1/1/20

12/6/21

Hire

Hire to fill vacant position

40 Hourly Salary Basis

28.00000 USD Hourly (28.00000 USD)
1.00000

Technician, Senior

Proposed Value

1217121

Pay Rate Change

Merit

40 Hourly Salary Basis

29.40000 USD Hourly (29.40000 USD)
1.00000

1.40000 USD

Submit Cancel

Person Number _

Job 21040 - Accounting Technician, Senior

Department 02132 - FINANCE-UTILITY CUSTOMER OPERATIONS

Review the proposed
changes. Once
everything has been
validated, select the
Submit button

Manager

20




Manage Compensation: Update an Employee’s Salary

= : C DeKalb County n® Il
_: Person Management Ii]
NA Person Number
S— - Once the Salary Change
y = has been submitted, the
Change Salary : = Coordinator can select
b Person Information | = th e Close b utto n
4 Cyrrent Salary Currency EV\/orker local curreny ¥
Start Date 1/1/20 Action Hire

: /f you are not taken directly back to
| the Person Search page after

' selecting the Close button, a

| Warning Message may appear. If it
| does, select the Yes button to return
\[o the Person Search page

T EE WS S S S S S S S S S S S e e e e

- e e e o = =



Payroll Coordinators

-Lesson 7: Manage

Compensation

Section 3: View an Employee’s
Individual Compensation Plan Details




N
Lesson Objective: CV)

Upon the completion of the Manage Compensation: View an Employee’s Individual Compensation Plan
Details lesson, you will be able to:

« View an Employee’s Compensation through Individual Compensation Plans

u’ ————————————————————— ~

“This section will walk the Coordinator

| through the steps of reviewing the details

: of an Employee’s Individual Compensation
1 Plan (ICP). Some Employees may not be

| eligible to receive additional

1 Compensation. In this example, the

' Employee will not have any ICP awarded

7/
N e e e e e = — =

23



Manage Compensation: View an Employee’s Individual Compensation Plan
Details

- C DeKalb County n® i

Good morning, NG

Me My Team My Client Groups Benefits Administration Tools Others

Select the My Client Groups tab
from the CV360 homepage 1

Identification Info
Person Compensation

Management

- C DeKalb County n® i

Good morning, NS

Me My Team My Client Groups Benefits Administration Tools Others

Select the Person
Management tile within the
- - Apps area




Manage Compensation: View an Employee’s Individual Compensation Plan
Details

- m DeKalb County

Search Person

Person Management: Search @

4 Search ‘Agvanced| Saved Search ‘AH People

* Required

From the Person Management: o] - | “ et on s e
Search page, key the Name or — | R

Employee Number of the ot |
Employee o e

: — DeKalb County O ® ﬂ ———————————————— \
X (Employees may be searched by |
\Name, Person Number, or by

|

|

Person Management: Search @ |Keywords I
RN U — -

4 Search |Agvanced‘ Saved Search ‘AH People
* Required
** At least one is required

*Effective As-of Date ‘ 12/6/21 Y |

** Name ‘ ‘ i Keywords | |
** Person Number ‘ o ‘ Include terminated work relationships
** Nationallp | | *Effective As-of Date | 12/6/21 t | S e | e Ct th e

| Search I{ Reset” Save... ‘

Search button

25



Manage Compensation: View an Employee’s Individual Compensation Plan

Details

Search Persen

4 Search

= C DeKalb County

** Name ‘

Person Number ‘

Include terminated work relationships

** National ID ‘

*Effective As-of Date | 12/6/21

4 Search Results @

From the Search Results st s Vew s Famote
section, select the Nt
Employee’s Name link L

02132 - FINANCE-UTILITY CUSTOMER OPERATIONS ANNEX - Mal... Employee 21040 - Accounting Te...

Person Management: Search @

n ® |}

|Agvanced‘ Saved Search ‘AH People

** At least one is required

Assignment

Status

Active - Payr...

- C DeKalb County

_ Person Management

Person Number

NA

Employment X

Employment

m-‘

From the Employment
page, select the Panel
Drawer icon

‘ Search H@” Save...|




Manage Compensation: View an Employee’s Individual Compensation Plan

Details

= C DeKalb County

I 7-<on Management

Person Number

NA

Employment X

Worker Type Employee
Hire Date 1/1/20

Assianment: 21040 - Accounting Technician, Senior @ %!

Employment

Work Relationship @

Legal Employer DeKalb County GA

ol |

= View Compensation History

« View Total Compensation Statement

plelim

Personal and Employment
+ Person

« Employment

« Seniority Dates
Country United States * Work Relationship

« Talent Profile

+ Document Records

« Documen it Delivery Preferences

= Person Identifiers for External Applications

Once the Panel Drawer
opens, select the Individual
Compensation link from

= C DeKalb County

_: Person Management

Person Number

NA

Individual Compensation :

4 Person Information

Name _

Assignment Number E100081

NA

Position 16181 - Accounting Technician, Senior

Location ANNEX - Maloof Annex

Other Compensation
Currency |Worker lacal currency ‘

View v Format v ‘ Award Compensation |

Plan Option

No data to display

Start Date End Date Value

Person Number

o « Il

Job 21040 - Accounting Technician, Senior

Department 02132 - FINANCE-UTILITY CUSTOMER OPERATIONS
Manager \
Units Award Frequency Status Update Delete

the Compensation section

From the Individual
Compensation tab, the
Coordinator can review an ICP
that has been awarded to an
Employee. If no ICP has been
awarded, the Other
Compensation section will house
a message indicating that there is
No data to display

27



Manage Compensation: View an Employee’s Individual Compensation Plan

Details

= C DeKalb County

_ Person Management

NA

Person Number

Employment X Change Salary x

o ® N

Once the Coordinator has
completed reviewing the

< Change Salary: ) 2 Individual Compensation

b Person Information

4 Current Salary

Start Date 1/1/20

O details or there was no
Gurency [kl careny | |CP to review, he/she can
select the Close button

: /f you are not taken directly back to
| the Person Search page after

| selecting the Close button, a
 Warning Message may appear. If it
| does, select the Yes button to return
\to the Person Search page

am s e e S S S S S S S S S S S e e e

/

- e e s e - -

28



Payroll Coordinators

-Lesson 7: Manage

Compensation

Section 4: Award Compensation to an
Employee




v

(] (]
Lesson Objective:

Upon the completion of the Manage Compensation: Award Compensation to an Employee lesson, you will
be able to:

« Award Compensation to an Employee through Individual Compensation Plans

30



Manage Compensation: Award Compensation to an Employee

- C DeKalb County n® i

Good morning, NG

Me My Team My Client Groups Benefits Administration Tools Others

Select the My Client Groups tab
from the CV360 homepage 1

Identification Info
Person Compensation

Management

- C DeKalb County n® i

Good morning, NS

Me My Team My Client Groups Benefits Administration Tools Others

Select the Person
Management tile within the
- - Apps area

31



Manage Compensation: Award Compensation to an Employee

- [E DeKalb County

Search Person

Person Management: Search @

4 Search |Agvanced‘ Saved Search ‘AH People

* Required

From the Person Management: Search | | _— | w ilestoncistapin
p age, key i n th e N a m e O r E m p I Oyee Person Numher|| | Include terminated work relationships
N u m be r Of th e E m p | Oye e # National ID| | *Effective As-of Date |12/6/21 Iy ‘

e

\
|

{Employees may be searched
° by Name, Person Number, or '

by Keywords l
Person Management: Searche | ’

= [E DeKalb County

4 Search |Agvanced‘ Saved Search ‘AH People

* Rex
** At least one is re

d

quire
quired

** Name ‘ ‘ i Keywords | |

Include terminated work relationships

** person Number ‘ o

*Effective As-of Date | 12/6/21 E‘g |

Select the
Search button

** National ID ‘ ‘

| Search I{ Reset” Save... ‘

32



Manage Compensation: Award Compensation to an Employee -V

C DeKalb County n ® I}

Search Persen

Person Management: Search @

4 Search |Agvanced‘ Saved Search ‘AH People

* Required
** At least one is required

** Name ‘ ‘ ** Keywords | ‘
** Person Number ‘ ‘ Include terminated work relationships
** National ID ‘ ‘ *Effective As-of Date | 12/6/21 to |

‘ Search H@” Save...|

4 Search Results @

From the Search Results| | o=~ =~

. Name Person National ID Department Location User Person Job Assignment Actions
section, select the — -
! 02132 - FINANCE-UTILITY CUSTOMER OPERATIONS ANNEX - Mal... Employee 21040 - Accounting Te...  Active - Payr...

Employee’s Name link ——

= C DeKalb County o ® ‘

_ Person Management -

Person Number

Employment X
0
\
™

NA

From the Employment
page, select the Panel
Drawer icon

Employment




Manage Compensation: Award Compensation to an Employee

- C DeKalb County

_: Person Management

Person Number
100081

NA

Employment X

Work Relationship @

Legal Employer DeKalb County GA
Worker Type Employes
Hire Date 1/1/20

Assignment: 21040 - Accounting Technician, Senior @ [

Employment

Country United States

pLe g

sl

« Compare

Absences
« Absence Records

Compensation
« Change Salary

| « Individual Compensation Iﬁ

« View Compensation History

« View Total Compensation Statement

Personal and Employment
« Person

« Employment

« Seniority Dates

« Work Relationship

« Talent Profile

+ Document Records

» Document Delivery Preferences

« Person Identifiers for External Applications

Once the Panel Drawer
opens, select the Individual
Compensation link from
the Compensation section

34



Manage Compensation: Award Compensation to an Employee

Employment x  Individual Compensation x

Individual Compensation :

4 Person Information

Other Compensation

Currency | Worker local currency

View w Format v | Award Compensation

Plan Option

Nam_ Person Number _

NA Assignment Number E100081

Pasition 16181 - Accounting Technician, Senior

‘ Continue ‘ ‘ Save ‘

Job 21040 - Accounting Technician, Senior

Location ANNEX - Maloof Annex Manager

Start Date End Date Value Units Award Frequency Status

From the Individual Compensation tab, the

Coordinator can award an ICP to an
Employee. Additional Compensation could
be Car Allowance, Travel Allowance, MPO
Incentive, Fitness Reimbursement, and
Uniform Allowance. In this example, Car
Allowance will be awarded. Select the Award
Compensation button

Cancel

Department 02132 - FINANCE-UTILITY CUSTOMER OPERATIONS

Upd:

L [

360
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Manage Compensation: Award Compensation to an Employee

Award Compensation

Plan and Option

Plan l ‘ Option v

Dates Car Allowance

Fitness Reimbursement

Instructions Travel Allowance

From the Award Compensation pop-
up, select Car Allowance from the Plan
drop-down list

Uniform Allowance

o o

Award Compensation

After selecting the Plan, select
(1018 Car Allowance for the Option
from the drop-down list

Plan and Option

Plan | Car Allowance S Option v

Dates

Instructions

36



Manage Compensation: Award Compensation to an Employee

Award Compensation
Plan and Option

Plan | Car Allowance Option | Car Allowance

Dates

* Start Date | 12/13/21 e EndDate 12/31/12

General Information

4 Details

Select the Start Date from which you T T T
Wa nt tO rewa rd the Employee With a Instructions
Car Allowance oK conen

Award Compensation

Plan and Option

Dates

* Start Date | 12/13/21 [‘3‘ End Date 12/31/12

General Information

4 Details (?)

Instructions

From the General Information section, a
key in the Amount you want to award to —
the Employee in the Amount field

v

CloudVergent 360

37
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Manage Compensation: Award Compensation to an Employee

Award Compensation

Plan and Option

Plan ICarAllowance v | Option | Car Allowance

Dates

* Start Date | 12113121 e } End Date  12/31/12

General Information

Select the appropriate
Periodicity from the drop-
down list

4 Details @

Amount ‘

Instructions

LIf Periodically in the Periodicity is selected, it implies
| the amount will be paid to Employee based on their

| payro// frequency (Regular Monthly or Regular Bi-

| I/\/eek/y) If another value is selected, the amount will

| get distributed or added according to the Pay Per/ods

T - S o O - S S S S S S S S S S R S S S S S S S S e . .

Select the OK button

38



Manage Compensation: Award Compensation to an Employee

Employment x Individual Compensation x

Individual Compensation :

4 Person Information

Once the OK button is selected, the

Allowance will be a row added in the
Compensation area where you will be
able to see different details about the

Allowance provided

Assignment Number E100081

NA

Position 16181 - Accounting Technician, Senior

Location ANNEX - Maloof Annex

Other Compensation

Currency | Worker local currency

View v Format w Award Compensation

Plan Option Start Date End Date
I Car Allowance I Car Allowance 12/13/21

Continue } |

Person Number_

Job 21040 - Accounting Technician, Senior

Department 02132 - FINANCE-UTILITY CUSTOMER OPERATIONS

Manager
Value Units Award Frequency Status
500.00 US Dollar New

Update

p

Employment x Individual Compensation x

Individual Compensation :

4 Person Information

Name _

Assignment Number E100081

NA

Position 16181 - Accounting Technician, Senior

Location ANNEX - Maloof Annex

Other Compensation

Currency | Worker local currency

View v Format v | Award Compensation

Plan Option Start Date End Date Value

Car Allowance Car Allowance  12/13/21 500.00

Continue |

Person Number _

Job 21040 - Accounting Technician, Senior
Department 02132 - FINANCE-UTILITY CUSTOMER OPERATIONS

Manager
Units Award Frequency Status Update
US Dollar Recurring New ’

3

After reviewing all the details,
select the Continue button

39



Manage Compensation: Award Compensation to an Employee

Review Compensation: , | submit | cance
4 Person Information
Name _ Person Number _ . .
NA Assignment Number E100081 Job 21040 - Accounting Technician, Senior Fro m th e REV| eW page, yo U Wl | |
Position 16181 - Accounting Technician, Senior Department 02132 - FINANCE-UTILITY CUSTOMER OPERATIONS
Location ANNEX - Maloof Annex Manager be able to See the Comp|ete
Other Compensation details related to the awarded
4 Proposed Compensation H
i - Allowance. Once the details
Plan Option Start Date End Date Value Units ?:;:Tency Status h ave b e e n Ve ri_ﬁ e d S e | e Ct th e
Car Allowance Car Allowance 12/13/21 500.00 US Dollar Recurri ing New N !
Submit button
4 Current Compensation
Plan Option Start Date End Date Value Units .'L:\ward Status
requency
No data to display.

- e e o e e e e e e e e e e e

L approval process. Once it has '

| been reviewed and approved by all i
| the Approvers, it will be reflected in
t \the database

e o . O S S S S S B S B e e e B

I
I
I



Manage Compensation: Award Compensation to an Employee

NA

$* DeKalb County

I - <on Management

Person Number

Edit Employment: Review

Work Relationship @

Legal Employer DeKalb County GA
Worker Type Employee

Printable Page Back ‘

Country United States

n @ N

Close button

: /f you are not taken directly back to
| the Person Search page after

' selecting the Close button, a

| Warning Message may appear. If it
| does, select the Yes button to return
\[o the Person Search page

T EE WS S S S S S S S S S S S e e e e

Once the Coordinator has
completed submission,
he/she can select the

\

- e e e o = =
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Payroll Coordinators

-Lesson 7: Manage

Compensation

Section 5: View an Employee’s
Compensation History Details




v

(] (]
Lesson Objective:

Upon the completion of the Manage Compensation: View an Employee’s Compensation History Details
lesson, you will be able to:

« View an Employee’s Compensation History

43



Manage Compensation: View an Employee’s Compensation History Details

- C DeKalb County n® i

Good morning, NG

Me My Team My Client Groups Benefits Administration Tools Others

Select the My Client
Groups tab from the . - +

CV360 homepage

- C DeKalb County n® i

Good morning, NS

Me My Team My Client Groups Benefits Administration Tools Others

Select the Person
Management tile within the
- - Apps area




Manage Compensation: View an Employee’s Compensation History Details

From the Person

Management: Search page, * patune]
key in the Name or Employee * o 0|
Number of the Employee

= [m DeKalb County

Search Person

Person Management: Search @

4 Search

¥ Name

* Keywords |

Include terminated work relationships

*Effective As-of Date | 12/6/21 lig ‘

n® Ik

|Agvanced ‘ Saved Search ‘AH People

* Required
** At least one is required

)

= m: DeKalb County

Search Person

4 Search

i Keywords | |

Include terminated work relationships

*Effective As-of Date | 12/6/21 E‘Q |

—m :

Person Management: Search @

|Agvanced‘ Saved Search ‘AH People

* Rex d

quire
** At least one is required

IEm,o/oyees may be |
1searched by Name, Person
\Number, or by Keywords |

Select the

| Search I{ Reset” Save... ‘

Search button
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Manage Compensation: View an Employee’s Compensation History Details -y

C DeKalb County n ® I}

Search Persen

Person Management: Search @

4 Search |Agvanced‘ Saved Search ‘AH People

* Required
** At least one is required

** Name ‘ ‘ ** Keywords | ‘
** Person Number ‘ ‘ Include terminated work relationships
** National ID ‘ ‘ *Effective As-of Date | 12/6/21 to |

‘ Search H@” Save...|

4 Search Results @

From the SearCh Results Actions v View v Formatv 7

Person User Person Assignment

Name National ID Department Location 1 Job Status Actions

section, S?|€Ct the | o
Employee’s Name link —

= C DeKalb County o ® ‘

Number

02132 - FINANCE-UTILITY CUSTOMER OPERATIONS ANNEX - Mal... Employee 21040 - Accounting Te...  Active - Payr...

_ Person Management -

Person Number

Employment X
0
\
™

NA

From the Employment
page, select the Panel
Drawer icon

Employment




Manage Compensation: View an Employee’s Compensation History Details

= C DeKalb County

B <o \Vianagement

Person Number

NA

Employment x

Worker Type Employee
Hire Date 1/1/20

Employment

Work Relationship @

Legal Employer DeKalb County GA

o Il

« Compare

Absences
 Absence Records

Compensation
« Change Salary

« Individual Compensation

{ View Compensation History |

« View Total Compensation Statement

LO [

Personal and Employment
 Person

« Employment

« Seniority Dates
Country United States + Work Relationship

« Talent Profile

+ Document Records

« Document Delivery Preferences

« Person Identifiers for External Applications

Assignment; ?@40 - Accounting Technician, Senior @

_ Person Management
NA

Individual Compensation :

Name _

4 Person Information

Other Compensation
Currency ‘kaw local currency |

View v Format v ‘ Award Compensation ‘

No data to display.

NA Assignment Number E100081
Position 16181 - Accounting Technician, Senior
Location ANNEX - Maloof Annex

Plan Option Start Date

Continue Save Cancel
Person Number _

Job 21040 - Accounting Technician, Senior
Department 02132 - FINANCE-UTILITY CUSTOMER OPERATIONS
Manager
End Date Value Units Award Frequency Status Update Delete

=

Once the Panel Drawer
opens, select the View
Compensation History
link from the
Compensation section

From the View
Compensation History tab,
the Coordinator can review
the Employee’s overall
Compensation History

47



Manage Compensation: View an Employee’s Compensation History Details

= C DeKalb County O @ -I

Person Number

NA

Employment x  View Compensation History x

Once the Coordinator has

oo e E
A| completed reviewing the

Compensation History
details, he/she can select
c:rr;:a::vaﬂon 2021 2020 2019 2018 2017 the Close button

Overall Salary @ 28.00 28.00
Annual Salary @ 58,240.00 58,240.00
Percentage Change

Other Compensation

Stock

Recurring Payments

:’/f you are not taken directly back to
I

| the Person Search page after

| selecting the Close button, a

' Warning Message may appear. If it
| does, select the Yes button to return
V1o the Person Search page

am m— - O O S S S S S S S S e S S e s

- e e e o = .

360
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Payroll Coordinators

-Lesson 7: Manage

Compensation

Section 6: View an Employee’s Total
Compensation Statement Details




v

Lesson Objective:

Upon the completion of the Manage Compensation: View an Employee’s Total Compensation Statement
Details lesson, you will be able to:

« View an Employee’s Total Compensation Statement (When Available)

u’ ————————————————————— ~

“This section will walk the Coordinator

1 through the steps of reviewing the details

: of an Employee’s Total Compensation

1 Statement. Total Compensation

| Statements are generated once a year. The
1 Statements will only be available once the
| Statements have been generated

7/
N e e e e e = — =

CloudVergent 360
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Manage Compensation: View an Employee’s Total Compensation Statement
Details

- C DeKalb County n® i

Good morning, NG

Me My Team My Client Groups Benefits Administration Tools Others

QUICK ACTIONS APPS

Select the My Client
Groups tab from the 1

Person Compensation

CV360 homepage

- C DeKalb County n® i

Good morning, NS

Me My Team My Client Groups Benefits Administration Tools Others

Select the Person
Management tile within the
- - Apps area
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Manage Compensation: View an Employee’s Total Compensation Statement

Details

h Person

From the Person Management:
Search page, key in the Name or

Employee Number Of the Emp|0yee **Nacianalln\

4 Search

- m DeKalb County

Searcl

Person Management: Search @

* Name ‘

¥ Person Numberl‘

b Keywords ‘

Include terminated work relationships

*Effective As-of Date ‘ 12/6/21 VTQ |

= m: DeKalb County

Search Person

** Name ‘ ‘ i Keywords |

** person Number ‘ o ‘

Include terminated work relationships

*% National ID ‘ ‘ *Effective As-of Date | 12/6/21

t |

|Agvanced‘ Saved Search ‘AH People

* Rex d

quire
** At least one is required

n® Ik

‘Agvanced| Saved Search ‘AH People

* Required
** At least one is required

o o e

| Search I{ Reset” Save... ‘

o ® I’!mp/oyees may be searched by \:
I
I

Select the
Search button
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Manage Compensation: View an Employee’s Total Compensation Statement -V
Details

= C DeKalb County n e I}

Search Person

Person Management: Search @

4 Search ‘Agvanced‘ Saved Search ‘AH People

* Required
** At least one is required

 Name | ‘  Kaywords | ‘
** Person Number | \ Include terminated work relationships
#* National ID | *Effective As-of Date ‘ 12/6/21 e ‘
) o
4 Search Resufts @
From the Search Results| | - =
s Name :ﬁ'rflg’e‘r National ID  Department Location UWS; Person  on g.s;ij’s“"'e“t Actions

5€ Ct 10N / S€ | e Ct t h e :l 02132 - FINANCE-UTILITY CUSTOMER OPERATIONS ANNEX - Mal... Employee 21040 - Accounting Te...  Active - Pay...

Employee’s Name link Gatmns Higden 1

= C DeKalb County 0® M ‘

_ Person Management -

Person Number

NA
From the Employment
page, select the Panel
Drawer icon

Employment X

Employment

) ,OE




Manage Compensation: View an Employee’s Total Compensation Statement

Details

- C DeKalb County ol |

+ Compare
_: Person Management ’
Absences
N A + Absence Records
Person Number
Cempensation

+ Change Salary
Employment x » Individual Compensation

|E| « View Compensation History

O |- View Total Compensation Statement
Em plOyment \ Personal and Employment

.t"'\. * Person

A= « Employment

WOFk Re|at|0n5h\p @ = Seniority Dates

Country United States « Work Relationship
« Talent Profile

Legal Employer DeKalb County GA
Worker Type Employee
Hire Date 1/1/20

» Document Records
+ Documen it Delivery Preferences

= Person Identifiers for External Applications

Assignment: 21040 - Accounting Technician, Senior @ &

- C DeKalb County N ® I

_: Person Management -

Person Number

NA

Employment X  View Compensation History X  View Total Compensation Statement X

< Statement: Not Available
]

No statements are currently available.

Once the Panel Drawer
opens, select the View
Total Compensation
Statement link from
the Compensation
section

From the View Total
Compensation Statement
tab, the Coordinator can
review an Employee’s Total
Compensation Statement.

If the Statements have not
been generated, the page

will indicate that No
Statements are currently
available 54



Manage Compensation: View an Employee’s Total Compensation Statement
Details

= C DeKalb County O M i

[ p— ol

eeeeeeeeee

NA
Once the Coordinator has

' /| completed reviewing the
< Statement: Not Available p\' Total Compensation

I | Statement details or the

No statements are currently available. Statement has ﬂot been
generated, he/she can
u __________________ select the Close button

://f you are not taken directly back to
|

| the Person Search page after

| selecting the Close button, a
 Warning Message may appear. If it
| does, select the Yes button to return
\fo the Person Search page

___________________ 55
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(]
Manage Compensation: Knowledge Check

How frequently are Total Compensation Statements generated (in a year)?

A. Twice

B. Three times

C. Once

D. Four times

- 56



(]
Manage Compensation: Knowledge Check

How frequently are Total Compensation Statements generated (in a year)?

A. Twice

B. Three times

C. Once

D. Four times

" The correct answer is C. Total Compensation Statements are generated once a year

- 57



(]
Manage Compensation: Knowledge Check

|CP stands for Individual Compensation Plan.
True or False?

A True

B. False
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(]
Manage Compensation: Knowledge Check

|CP stands for Individual Compensation Plan.
True or False?

A True

B. False

" The correct answer is A. ICP stands for Individual Compensation Plan

- 59



Course Exercise:
Identify a Participant in the audience to share their screen and complete the following exercise:

« View an Employee’s Total Compensation Statement

60



