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Manage Transfers

Payroll Coordinators

• Section 1: Promotion
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Upon the completion of the Manage Transfers: Promotions Lesson you will be able to:

Lesson Objective:

Objectives

• Promote an Employee
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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
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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
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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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Lesson 3: Manage Transfers

Manage Work Relationship Lifecycle

• Section 2: Demotion
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Upon the completion of the Manage Transfers: Demotions Lesson you will be able to:

Lesson Objective:

Objective

• Demote an Employee
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Manage Transfers: Demotion

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: Demotion

Select Change 
Assignment under the 
Employment section

Locate the Employment
section

3

4
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Manage Transfers: Demotion

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

6
From the Search for a 
Person field, Key in the 
Employee’s Name or 
Employee Number 

5
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Manage Transfers: Demotion

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

7

Select either Voluntary Demotion or
Involuntary Demotion from the Why 
are you changing the assignment? 
drop-down list

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

8

Select the Continue
button

9
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Manage Transfers: Demotion

Select the Position name
from the drop-down list

8

Select the Yes button

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
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Manage Transfers: Demotion

10

Once all the necessary 
information has been 
completed under the 
Change Assignment 
section, select the 
Continue button
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Manage Transfers: Demotion

11

Make the 
appropriate 
adjustments to 
the Basic Salary 
and Hazard Pay 
fields and select 
the Continue 
button
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Manage Transfers: Demotion

Select the 
Submit button

13

Key in the appropriate details 
in the Comments section and 
add the required Attachments
for the Approver, if necessary

12
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Lesson 3: Manage Transfers

Manage Work Relationship Lifecycle

• Section 3: Transfers
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Manage Transfers: 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
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Manage Transfers: Transfer

Locate the Employment 
section

Select Transfer under the 
Employment section

3

4
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Manage Transfers: 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: Transfer

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



35

Manage Transfers: Transfer

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
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Manage Transfers: Transfer

Select the Yes button in the 
pop-up window to apply the 
transfer changes

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

10
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Manage Transfers: Transfer

Select the 
Submit 
button

12

Key in the 
appropriate 
details in the 
Comments
section and 
add the 
required 
Attachments
for the 
Approver, if 
necessary

11

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

A. Promotion

B. Job Change

C. Department Change

D. Location Change

The process in which an Employee is moved from one existing Position to a higher Position is known as:
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Manage Transfers Knowledge Check 

A. Promotion

B. Job Change

C. Department Change

D. Location Change

The correct answer is A. The process in which an Employee is moved from their current assigned 
Position to a higher Position is known as a Promotion 

The process in which an Employee is moved from one existing Position to a higher Position is known as:
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Manage Transfers Knowledge Check 

A. Salary

B. Promotion

C. Compensation

D. All of the above

Which of the following details must be updated in CV360 when promoting an Employee?
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Manage Transfers Knowledge Check 

A. Salary

B. Promotion

C. Compensation

D. All of the above

The correct answer is D. Salary, Promotion, and Compensation must be updated in CV360 when 
promoting an Employee 

Which of the following details must be updated in CV360 when promoting an Employee?
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Identify a Participant in the audience to share their screen and complete the following exercise:

Course Exercise:

Assignment:

• Demote and Transfer an Employee


