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Manage Employment

Payroll Coordinators
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Upon the completion of the Manage Employment lesson, you will be able to:

Lesson Objectives:

Objectives

• Update an Employee’s Assignment Information
• View an Employee’s Seniority Dates
• View an Employee’s Work Relationship Details
• Manage Promotions, Demotions, and Transfers
• View an Employee’s Skills and Qualifications Details
• View an Employee’s Document Records
• Add a Document of Record for an Employee
• View an Employee’s Document Delivery Preferences – Will Not Be Accessible
• View an Employee’s Person Identifiers for External Applications
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Lesson 2: Manage 
Employment
Section 1: Update an Employee’s 
Assignment Details

Payroll Coordinators
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Upon the completion of the Manage Employment: Update an Employee’s Assignment Details lesson, you will 
be able to:

Lesson Objective:

Objective

• Update an Employee’s Assignment Information

As a Payroll Coordinator, 
access to promote, 
transfer, and make 
assignment changes will be 
available. In this example, 
an Assignment Status 
change will be made for 
an employee



5

Manage Employment: Update an Employee’s Assignment Details

1

Select the My Client Groups tab 
from the CV360 homepage

2
Select the Person 
Management tile within the 
Apps area
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Manage Employment: Update an Employee’s Assignment Details

3

From the Person 
Management: Search page, 
key the Name or Employee 
Number of the Employee

4 Select the 
Search button

Employees may be searched 
by Name, Person Number, 
or by Keywords
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Manage Employment: Update an Employee’s Assignment Details

5

From the Search Results 
section, select the 
Employee’s Name link

6

From the Employment page, 
select the Edit button. Select 
Update from the drop-down 
list



8

Manage Employment: Update an Employee’s Assignment Details

7

From the Update 
Employment form, select the 
Effective Date. In this 
example, Today’s Date will be 
selected

8
From the Action field, select 
Assignment Change from the 
drop-down list

The Calendar icon may also be 
used to select the Date
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Manage Employment: Update an Employee’s Assignment Details

9

From the Action Reason field, 
select Status Change as the 
reason from the drop-down list

10 Select the OK button
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Manage Employment: Update an Employee’s Assignment Details

11

In the example, the Employee’s 
Assignment Status is going to 
change from Active- Payroll Eligible
to Leave of Absence (Paid). From 
the Employment page, navigate to 
the Assignment Status field

12
Select Leave of 
Absence (Paid) from 
the drop-down list
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14

Review the Current and 
Proposed Values of the 
Assignment Status change. If 
everything looks right, select 
the Submit button

Manage Employment: Update an Employee’s Assignment Details

13 Select the Review button

The submission will go through an approval process. 
Once it has been reviewed and approved by all 
approvers, it will be committed to the database
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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

Manage Employment: Update an Employee’s Assignment Details

15

Once the Coordinator has 
completed submission, 
he/she can select the 
Close button
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Lesson 2: Manage 
Employment
Section 2: View an Employee’s Seniority 
Dates Details

Payroll Coordinators
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Upon the completion of the Manage Employment: View an Employee’s Seniority Dates Details lesson, you 
will be able to:

Lesson Objective:

Objective

• View an Employee’s Seniority Dates

Seniority Dates are calculated dates 
that provide the length of service an 
employee has been with DeKalb 
County. These dates would house 
the Employee’s Latest Start Date as 
well as his/her Original Date of Hire
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Manage Employment: View an Employee’s Seniority Dates Details

1

Select the My Client Groups tab 
from the CV360 homepage

2
Select the Person 
Management tile within the 
Apps area
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Manage Employment: View an Employee’s Seniority Dates Details

3

From the Person Management: Search 
page, key the Name or Employee 
Number of the Employee

4 Select the Search button

Employees may be searched by 
Name, Person Number, or by 
Keywords
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Manage Employment: View an Employee’s Seniority Dates Details

5

From the Search Results 
section, select the 
Employee’s Name link

6
From the Employment 
page, select the Panel 
Drawer icon
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Manage Employment: View an Employee’s Seniority Dates Details

7

Once the Panel Drawer 
opens, select the 
Seniority Dates link 
from the Personal and 
Employment section

Two Seniority Dates the Coordinator would be most interested in reviewing would be 
the LE Adjusted Service Date which is also known as the Latest Start Date and the 
Enterprise Seniority Date which is also known as the Original Date of Hire
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Manage Employment: View an Employee’s Seniority Dates Details

8

From the Seniority Dates tab, locate the 
Rule section. By default, the LE Adjusted 
Service Date- Work Relationship Level is 
populated. The Coordinator can see the 
Employee’s Length of Service based on 
the Employee’s current Work 
Relationship

The Seniority Dates page will house historical work relationship dates. Each Historical 
Record indicates a prior Work Relationship and is independent of the Employee’s current 
Work Relationship
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Manage Employment: View an Employee’s Seniority Dates Details

9

To review the Employee’s 
Enterprise Seniority Date or 
Original Date of Hire, select 
Enterprise Seniority Date from 
the drop-down list in the Rule 
section

10

The Coordinator can 
now see the total 
Length of Service for 
an Employee based on 
his/her Original Date of 
Hire
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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

Manage Employment: View an Employee’s Seniority Dates Details

11

Once the Coordinator 
has completed 
reviewing the 
employee’s Seniority 
Dates, he/she can select 
the Close button
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Lesson 2: Manage 
Employment
Section 3: View an Employee’s Work 
Relationship Details

Payroll Coordinators



23

Upon the completion of the Manage Employment: View an Employee’s Work Relationship Details lesson, you 
will be able to:

Lesson Objective:

Objective

• View an Employee’s Work Relationship Details

Work Relationship is the 
relationship that an Employee has 
with DeKalb County. An Employee 
can only have a single Work 
Relationship at one time. The details 
include the Length of Service the 
Employee has been in the Work 
Relationship
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Manage Employment: View an Employee’s Work Relationship Details

1

Select the My Client Groups tab 
from the CV360 homepage

2
Select the Person 
Management tile within the 
Apps area
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Manage Employment: View an Employee’s Work Relationship Details

3

From the Person Management: 
Search page, key the Name or 
Employee Number of the 
Employee

4
Select the 
Search button

Employees may be searched by 
Name, Person Number, or by 
Keywords



26

Manage Employment: View an Employee’s Work Relationship Details

5

From the Search Results 
section, select the 
Employee’s Name link

6
From the Employment 
page, select the Panel 
Drawer icon
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Manage Employment: View an Employee’s Work Relationship Details

7

Once the Panel 
Drawer opens, select 
the Work Relationship 
link from the Personal 
and Employment 
section
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Manage Employment: View an Employee’s Work Relationship Details

8

From the Work 
Relationship tab, the 
Coordinator can review the 
Work Relationship details
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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

Manage Employment: View an Employee’s Work Relationship Details

9

Once the Coordinator has 
completed reviewing the 
employee’s Work 
Relationship details, 
he/she can select the 
Close button
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Lesson 2: Manage 
Employment
Section 4: View an Employee’s Talent 
Profile: Skills and Qualifications Details

Payroll Coordinators
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Upon the completion of the Manage Employment: View an Employee’s Talent Profile- Skills and Qualifications 
Details lesson, you will be able to:

Lesson Objective:

Objective

• View an Employee’s Skills and Qualifications Details

Talent Profile serves as an internal resume, 
enabling Employees to create and 
maintain a profile that includes 
Career/Work Experience, Educational 
Background, Certifications, Skills, 
Professional Affiliations, and Achievements
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Manage Employment: View an Employee’s Talent Profile: Skills and 
Qualifications Details

1

Select the My Client Groups tab 
from the CV360 homepage

2
Select the Person 
Management tile within the 
Apps area
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Manage Employment: View an Employee’s Talent Profile: Skills and 
Qualifications Details

3

From the Person 
Management: Search page, 
key the Name or Employee 
Number of the Employee

4
Select the 
Search button

Employees may be searched 
by Name, Person Number, or 
by Keywords
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Manage Employment: View an Employee’s Talent Profile: Skills and 
Qualifications Details

5

From the Search Results 
section, select the 
employee’s name link

6
From the Employment 
page, select the Panel 
Drawer icon
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Manage Employment: View an Employee’s Talent Profile: Skills and 
Qualifications Details

7

Once the Panel Drawer 
opens, select the Talent 
Profile link from the 
Personal and 
Employment section
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Manage Employment: View an Employee’s Talent Profile: Skills and 
Qualifications Details

8

From the Talent Profile tab, the 
Coordinator can review the 
Talent details entered for the 
employee. If no Talent Profile 
Information was provided, then 
a message, There’s nothing 
here so far, will display in the 
sections this is applicable to
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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

Manage Employment: View an Employee’s Talent Profile: Skills and 
Qualifications Details

9

Once the Coordinator has 
completed reviewing the 
Talent details or there are 
no Talent details, he/she 
can select the Close 
button
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Lesson 2: Manage 
Employment
Section 5: View an Employee’s 
Document Records Details

Payroll Coordinators
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Upon the completion of the Manage Employment: View an Employee’s Document Records Details lesson, 
you will be able to:

Lesson Objective:

Objective

• View an Employee’s Document Records

Documents may be assigned to Employees 
to capture specific information requested 
by various Work Areas such as Human 
Resources and Benefits. These documents 
are stored within the Document Records 
Work Area
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Manage Employment: View an Employee’s Document Records Details

1

Select the My Client Groups tab 
from the CV360 homepage

2
Select the Person 
Management tile within the 
Apps area
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Manage Employment: View an Employee’s Document Records Details

3

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

4
Select the 
Search button

Employees may be searched 
by Name, Person Number, or 
by Keywords
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Manage Employment: View an Employee’s Document Records Details

5

From the Search Results 
section, select the 
Employee’s Name link

6
From the Employment 
page, select the Panel 
Drawer icon
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Manage Employment: View an Employee’s Document Records Details

7

Once the Panel Drawer 
opens, select the 
Document Records link 
from the Personal and 
Employment section
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Manage Employment: View an Employee’s Document Records Details

8

From the Document 
Records tab, the 
Coordinator can review the 
Documents assigned to the 
Employee. If no Documents 
were assigned, a message , 
There’s nothing here so far, 
will appear on the page
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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

Manage Employment: View an Employee’s Document Records Details

9

Once the Coordinator has 
completed reviewing the 
Document details or 
there are no Documents, 
he/she can select the 
Close button
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Lesson 2: Manage 
Employment
Section 6: Add a Document of Record

Payroll Coordinators
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Upon the completion of the Manage Employment: Add a Document of Record lesson, you will be able to:

Lesson Objective:

Objective

• Add a Document of Record

Documents may be assigned to Employees 
to capture specific information requested 
by various work areas such as Human 
Resources and Benefits. These documents 
are stored within the Document Records 
Work Area



48

Manage Employment: Add a Document of Record

1

Select the My Client Groups tab 
from the CV360 homepage

2
Select the Person 
Management tile within the 
Apps area
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Manage Employment: Add a Document of Record

3

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

4
Select the 
Search button

Employees may be searched 
by Name, Person Number, or 
by Keywords
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Manage Employment: Add a Document of Record

5

From the Search Results 
section, select the 
Employee’s Name link

6
From the Employment 
page, select the Panel 
Drawer icon
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Manage Employment: Add a Document of Record

7

Once the Panel Drawer 
opens, select the 
Document Records link 
from the Personal and 
Employment section
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Manage Employment: Add a Document of Record

8

From the Document 
Records tab, the 
Coordinator can review the 
Documents assigned to the 
Employee. If no Documents 
were assigned, a message , 
There’s nothing here so far, 
will appear on the page
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Manage Employment: Add a Document of Record

9
To add a new Document, select 
the +Add button

10

Key in the Document Type that you want to upload against an 
Employee Record, for example, DeKalb Course Certificate, and 
select the correct Type from the Search suggestion

Please refer to Appendix 1 for 
the list of Document Types 
available for selection



54

Manage Employment: Add a Document of Record

12

Key in the Name for the 
Document to be uploaded and 
specify the Start Date, if 
applicable

11

Select the Drag files here or click to add attachment link to 
browse the file to be uploaded
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Manage Employment: Add a Document of Record

13
Select the Add File button to 
select the file

14
Select the file to be 
uploaded and select 
the Open button

Alternatively, one can also 
Drag and Drop a file to the 
Attachments area
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Manage Employment: Add a Document of Record

15

Once the Document is uploaded, 
select the Submit button to 
commit the transaction
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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

Manage Employment: Add a Document of Record

16

Once the Coordinator has 
completed reviewing the 
Document details or 
there are no Documents, 
he/she can select the 
Close button
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Lesson 2: Manage 
Employment
Note on View an Employee’s Document 
Delivery Preferences Details

Payroll Coordinators
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Lesson Objective:

The Payroll Coordinator will not have access to this link even though it is visible within the section
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Lesson 2: Manage 
Employment
Section 7: View an Employee’s Person 
Identifiers for External Application 
Details

Payroll Coordinators
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Upon the completion of the Manage Employment: View an Employee’s Person Identifiers for External 
Application Details lesson, you will be able to:

Lesson Objective:

Objective

• View an Employee’s Person Identifiers for External Application Details

Person Identifiers for External Application 
allows an organization to store additional 
IDs in the system which are typically used 
for integrations that pass this information 
to an external Third-Party Vendor or to an 
internal application requiring this 
information
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Manage Employment: View an Employee’s Person Identifiers for External 
Application Details

1

Select the My Client Groups tab 
from the CV360 homepage

2
Select the Person 
Management tile within the 
Apps area



63

Manage Employment: View an Employee’s Person Identifiers for External 
Application Details

3

From the Person Management: Search 
page, key the Name or Employee 
Number of the Employee

4 Select the 
Search button

Employees may be searched by 
Name, Person Number, or by 
Keywords
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Manage Employment: View an Employee’s Person Identifiers for External 
Application Details

5

From the Search Results 
section, select the 
Employee’s Name link

6
From the Employment 
page, select the Panel 
Drawer icon
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Manage Employment: View an Employee’s Person Identifiers for External 
Application Details

7

Once the Panel Drawer 
opens, select the Person 
Identifiers for External 
Applications link from the 
Personal and Employment 
section
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Manage Employment: View an Employee’s Person Identifiers for External 
Application Details

8

From the Person Identifiers 
for External Applications 
tab, the Coordinator can 
review the Identifier Type 
associated with an 
Employee. If there are no 
Identifiers, a note on the 
page will indicate there is 
No data to display



67

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

Manage Employment: View an Employee’s Person Identifiers for External 
Application Details

9

Once the Coordinator has 
completed reviewing the 
Person Identifiers for 
External Applications 
details or there are none, 
he/she can select the 
Close button



68

Manage Employment: Knowledge Check

A. Department Entry Date

B. Position Entry Date

C. Job Entry Date

D. LE Adjusted Service Date

Which of the following is another name for the Latest Start Date?
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Manage Employment: Knowledge Check

A. Department Entry Date

B. Position Entry Date

C. Job Entry Date

D. LE Adjusted Service Date

Which of the following is another name for the Latest Start Date?

The correct answer is D. LE Adjusted Service Date is another name for the Latest Start Date
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Manage Employment: Knowledge Check

A. Seniority Dates

B. Employment

C. Talent Profile

D. Person

Which option is selected from the Panel Drawer to view an Employee’s Skills and Qualifications?
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Manage Employment: Knowledge Check

A. Seniority Dates

B. Employment

C. Talent Profile

D. Person

Which option is selected from the Panel Drawer to view an Employee’s Skills and Qualifications?

The correct answer is C. Talent Profile option is selected from the Panel Drawer to view an Employee’s 
Skills and Qualifications
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Identify a Participant in the audience to share their screen and complete the following exercise:

Course Exercise:

Assignment:

• View an Employee’s Seniority Dates Details


