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Manage Person

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

Lesson Objectives:

Objectives

• View an Employee’s Personal and Biographical Information
• View an Employee’s Extra Information: Company Asset and Medicare Indicators
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Lesson 1: Manage Person
Section 1: View an Employee’s 
Demographic and Biographic 
Information

Payroll Coordinators
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Upon the completion of the Manage Person: View an Employee’s Demographic and Biographic Information 
lesson, you will be able to:

Lesson Objective:

Objective

• View an Employee’s Personal and Biographical Information
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Manage Person: View an Employee’s Demographic and Biographic Information

1

Select the My Client Groups tab 
from the CV360 homepage

2
Select the Person 
Management tile within the 
Apps area

The Payroll Coordinator will have View 
Only access in this section
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Manage Person: View an Employee’s Demographic and Biographic Information

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 Person: View an Employee’s Demographic and Biographic Information

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 Person: View an Employee’s Demographic and Biographic Information

7

Once the Panel Drawer 
opens, select the Person 
link from the Personal and 
Employment section
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Manage Person: View an Employee’s Demographic and Biographic Information

8

From the Person page, the Coordinator 
can view the Employee’s Biographical and 
Demographic Information such as Name 
and Address, Communication Methods, 
Biographical Information, and Legislative 
Information. Scroll down through the page 
to view the complete details

All sensitive information such as Date 
of Birth and Social Security Number 
have been hidden from this role
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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 Person: View an Employee’s Demographic and Biographic Information

9

Once the Coordinator has 
completed reviewing the 
information, he/she can 
select the Close button
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Lesson 1: Manage Person
Section 2: View an Employee’s Extra 
Information

Payroll Coordinators
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Upon the completion of the Manage Person: View an Employee’s Extra Information lesson, you will be able 
to:

Lesson Objective:

Objective

• View an Employee’s Extra Information: Company Asset and Medicare Indicators
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Manage Person: View an Employee’s Extra Information

1

Select the My Client Groups tab 
from the CV360 homepage

2
Select the Person 
Management tile within the 
Apps area

The Payroll Coordinator will have 
View Only access in this section
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Manage Person: View an Employee’s Extra Information

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 Person: View an Employee’s Extra Information

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 Person: View an Employee’s Extra Information

7

Once the Panel 
Drawer opens, select 
the Person link from 
the Personal and 
Employment section
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Manage Person: View an Employee’s Extra Information

8

From the Person page, select 
the Extra Information tab
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Manage Person: View an Employee’s Extra Information

9

From the Extra Information tab, the 
Coordinator can review details such as 
Company Asset and Medicare Indicators if 
the information is populated. If the 
information has not been provided, then 
these fields would be blank

To view the details, select each link. If 
information is provided, the 
Coordinator will be able to see the 
details for each link
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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 Person: View an Employee’s Extra Information

10

Once the Coordinator has 
completed reviewing the 
Extra Information details, 
he/she can select the 
Close button
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Manage Person: Knowledge Check

A. Personal Information

B. Person

C. Documents

D. Extra Information

Which of the following tabs allows a Payroll Coordinator to view the information related to Company 
Asset and Medicare Indicators?
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Manage Person: Knowledge Check

A. Personal Information

B. Person

C. Documents

D. Extra Information

Which of the following tabs allows a Payroll Coordinator to view the information related to Company 
Asset and Medicare Indicators?

The correct answer is D. Payroll Coordinators can view information related to Company Asset and 
Medicare Indicators under the Extra Information tab
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Manage Person: Knowledge Check

A. True

B. False

Payroll Coordinators can only search for an Employee using the Name field. 

True or False?
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Manage Person: Knowledge Check

A. True

B. False

Payroll Coordinators can only search for an Employee using the Name field. 

True or False?

The correct answer is B. An Employee can be searched using the Name, Person Number or Keywords 
fields
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Identify a Participant in the audience to share their screen and complete the following exercise:

Course Exercise:

Assignment:

• View the Medicare Indicators for an Employee


