Payroll Coordinators

Manage Transfers

« Section 1: Promotion




Lesson Objective:
Upon the completion of the Manage Transfers: Promotions Lesson you will be able to:

« Promote an Employee




Manage Transfers: Promotion

Select the My

Configuration

: Me My Team My Client Groups Benefits Administration My Enterprise Tools
Client Groups y Tear nefits Administrati y Enterpri

tab I I
QUICK ACTIONS APPS

i"1 HCM Experience Design Studio

Hire an Employee
ba Py Hiring Journeys

ir Add a Contingent Worker

ﬁ' Add a Pending Worker . .

ﬁ’ Add a Nonworker Absences Compensation

New Person

Goals

Person
Management

Performance

>

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




Manage Transfers: Promotion

Locate the

Employment section

New Person

iw Add a Contingent Worker

&/ Pending Workers

Employment]

i}i Add Assignment

*ﬁ Areas of Responsibility

® , Change Legal Employer
W/ Dashboard

g Change Working Hours

Add a Nonworker

" Additional Assignment Info

Cancel Work Relationship

Change Location

Checklist Templates

a. Add a Pending Worker

@ 0

A4 Additional Person Info
o, -
g/ Change Assignment
g Change Manager

B Contact Info

®*
p  Hire an Employee

E Allocate Checklists

0. )
&/ Change Legal Employer
L] Change Photo

[Ses3

&/’ Create Work Relationship




Manage Transfers: Promotion

ss/ Direct Reports = Eref(;rencesw g (g> Document Records as/ CElgible Jobs

@ . o . @ . R ® Family and Emergency S

g/ Employment Contracts g/ Employment Info M oo E.-‘ Identification Info

o . oy = ¢ P . ; @ oy . ® . < s _

g/ Local and Global Transfer ‘&g Manage Job Offers M Manage User Account g/ MassLlegal Employer Change
@ ; ® Person Identifiers for External @ < ' :

A4 Person M Appiications A4 Personal Details Promote

B Seniority Dates o*s Share Data Access a*e  Share Personal Info ::‘/ Termination

O/ Transfer 3/ Work Relationshi 1) Workforce Model

g/ Tanster &% Vacancies asy Work Relationship & orkforce Modeling

Select Promote under the
Employment section



)

Manage Transfers: Promotion CV)

nt 360

= m DeKalb County

Promote

tesﬂ

Advanced Search:test

Key i n th e a p p rO p ri ate Name Business Title Work Email Person Number ~
information for an ‘ Test H Berry 99005 - Office Assistant 100044

Em p | Oyee na me | N th e TD  Test1 Deloitte 68070 - Library Technician 100019
Searc h ba ron th e TD  Test2 Deloitte 68070 - Library Technician 100020
Promote page b

TH Test2 H2 Hire 99005 - Office Assistant 100115

TD  Test3 CADP_C 68060 - Library Specialist 100021
Deloitte_C

Select the correct
Employee Name from
the drop-down list



Manage Transfers: Promotion

= m: DeKalb County

Promote

Test?2 Deloitte

© When and Why

*When does the promotion start?

Select the appropriate
Promotion Start Date

8/27/21 G




Manage Transfers: Promotion

Em: DeKalb County N ® a.

PFO mOte Submit

Test2 Deloitte

© When and Why

*When does the promation start? *What's the way to promote?

8/27/21

Why are you promoting Test2 Deloitte?

| Normal Career Proqre:—s‘io:{

\
[9) Dramntinn

Select the appropriate
Reason for the promotion
from the Why are you
promoting Employee
name? drop-down list

Select the Continue
button



Manage Transfers: Promotion

Select the appropriate Position
name from the drop-down list

o Promotion

* Assignment Status

|Ac1|'ve - Payroll Eligible

Person Type

‘ Employee

Primary Assignment
Yes

Projected End Date
| m/d/yy

Position

| 00005

Regular or Temporary
Regular

Full Time or Part Time
Full time

Hourly Paid or Salaried

Hourly

Standard Working Hours
40 Weekly

FTE

Headcount

MName

Department Name

00005 - 0@06 Assistant 00005 99005 - Office Assistant 01525 - HUMAN RESOURCES & MERIT SYSTEM - TRAINING & DEVELOPMENT

68070 - Library Technician

Business Title

‘ 68070 - Library Technician

Probation End Date
m/d/yy

Notice Period

Select a value

s |

|Select a value v l

"— ____________________________________________________________________ \

:’ 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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e e e e = -



| v
Manage Transfers: Promotion

Apply Selected Position Changes

Job 99005 - Office Assistant

01525 - HUMAN RESOURCES &
Department MERIT SYSTEM - TRAINING &
DEVELOPMENT

Select the Yes button on

the Apply Selected Position
pop-up window

:/E Location PIC - DeKalb WorkSource

'with a message to confirm the data elements that have been selected for synchronization.
Select Yes on the pop-up window

I
\
N



Manage Transfers: Promotion

Once all the necessary
information has been
completed under the
Promotion section,
select the Continue
button

*Synchronize from Position

‘ Yes

_ ‘ Probation Period

Job
99005 - Office Assistant

Business Title

‘ ‘Select a value

Probation End Date

| m/d/vy

99005 - Office Assistant

‘ Notice Period

Grade
06

Department

‘ ‘Select a value

Merit Status
Y

Company

01525 - HUMAN RESOURCES & MERIT SYSTEM - TRAINING & |

DEVELOPMENT

Worker Category

Division Code

Select a value

Assignment Category
Full-time regular

AD Account Required?

| Yes
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Manage Transfers: Promotion

*Salary Basis

| 40 Hourly Salary Basis w

| Select Components Vv

Component Name Prior Amount Adjustment Amount Adjustment Percentage Percentage Amount Annual Amount

(ot sl ] [ ocom]

) 0.0000 0.0000 0.0000 0.0000

Paramedic

(Base salary) 0.0000 D 0.0000 0.0000
Key in the appropriate Base ]
Salary and Hazardous Duty
amount on the Salary section

Overall salary 20.0000 7.0000 35.0000 27.0000 56,160.0000

Action Salary Range

Transfer 26.0755 - 40.4178 USD Hourly

Action Reason
Comparable Transfer

Salary Range Midpoint

33.2466 USD
*Salary Amount
27.0000 USD Hourly Range Position

6.45
Adjustment Amount

7.0000 USD Compa-Ratio

“ 81.-21
2. . ~

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 E

S - ===



Manage Transfers: Promotion

Annual Salary
56,160.0000 USD (FTE 1)

Annualized Full-Time Salary
56,160.0000 USD

Grade Name
20

Current Salary

20.0000 USD Hourly

26.0755 40.4178

Show Current Salary Details

1

Quintile
1

Next 5alary Review Date

| m/d/yy

fe

Proposed Salary

27.0000 USD Hourly

+7.0000 (+35.0000%)

26.0755 40.4178

(4 ) Compensation

() Comments and Attachments

The revised salary will be reflected on
the Salary page. Select the Continue
button to save the changes and
proceed to the next step




Manage Transfers: Promotion

(1) When and Why

@ Promotion

(3 Salary

# Edit

£ Edit

SRR

# Edit

° Compensation

Show Prior Compensation

ead

’ There's nothing here so far.

Select the Add button



Manage Transfers: Promotion

° Compensation

“Plan Plan

Felect avalue l W ‘

Plan

New Test Allowance

Select the appropriate
Plan from the drop-down
||St Continue

@ Compensation

*Plan

‘ MNew Test Allowance W ‘

*Option Option

I’Select a value l W ‘
Option

Select the appropriate
Option from the drop-
down list

New Test Allowance

Continue




Manage Transfers: Promotion Rip-rationk

*Plan B

Travel Allowance
*Option
Travel Allowance

*Start Date

101721 t Select the OK button
End Date
v Ongoing
—fAmount I
70.00'
) ) *Periodicity
Key in the appropriate Periodically
Amount
Continue




Manage Transfers: Promotion

Administer Compensation

@ When # Edit

e Additional Compensation

4+ Add

Travel Allowance 70.00 USD | Recurring

Travel Allowance
10/1/21 - Ongoing

Show Prior Compensation

Select the Submit
button




Manage Transfers: Promotion

(®) Salary Z et
(@) Compensation /it

© Comments and Attachments

Comments

Key in the appropriate Commerts
details in the Comments
section and add the

required Attachments for Attachments
the Approver as needed

" Drag files here or click to add attachment

B iachents may be selected from the il
or they can be dragged and dropped into
the Attachments section |

N e o o e e o e e e e e e e e M e e R M M e R M e e e M e e e -
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Manage Transfers: Promotion

Promote

Test2 Deloitte

@ When and Why

@ Promotion

(®) Salary

@ Compensation

| # Edit \

I # Edit
] # Edit ]

’ # Edit i

e Comments and Attachments

Select the Submit
button



Manage Work Relationship Lifecycle

Lesson 3: Manage Transfers

« Section 2: Demotion




Lesson Objective:
Upon the completion of the Manage Transfers: Demotions Lesson you will be able to:

v

CloudVergent 360

« Demote an Employee

21



Manage Transfers: Demotion

Select the My Client
Groups tab

Me

My Team My Client Groups Benefits Administration My Enterprise Tools Configuration >

I QUICK ACTIONS I APPS

i . . . .

P
Hire an Employee
b Py Hiring Journeys New Person Person
Management
&" Add a Contingent Worker
ﬁ. g . . . .
i’ Al e Absences Compensation Goals Performance

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

22




Manage Transfers: Demotion

New Person

ﬁ" Add a Contingent Worker ﬁ"' Add a Nonworker &w Add a Pending Worker ﬁ* Hire an Employee

&/’ Pending Workers

%mployment

i Add Assignment ;_/' Additional Assignment Info & Additional Person Info E Allocate Checklists

Zeo

1<

'“i; Areas of Responsibility ;:*'/ Cancel Work Relationship ..(_/' Change Assignment ‘.‘/' Change Legal Employer

Change Legal Employer

:, Dashboard g Change Location g Change Manager ll Change Photo Se | ect Cha nge
Assignment under the

g Change Working Hours Z[;é Checklist Templates =4 Contact Info o/ Create Work Relationship
Employment section
."E*_/‘ Direct Reports E azf(g’gs?;SDellvery @ Document Records ::7’ Eligible Jobs

Locate the Employment
section



s
Manage Transfers: Demotion CV)

<{Change Assignment

Search
Person

test

Advanced Search:test

D Name Business Title Work Email Person Number N

TH Test2 H2 Hire 99005 - Office Assistant 100115

D Test3_C ADP_C 68060 - Library Specialist 100021
Deloitte_C

TD Test4 Deloitte 99005 - Office Assistant 100022

TE TestRestError E100077 test@google.com 100077

Ul User IT E100097 test@google.com 100097

From the Search for a Select the

Person field, Key in the Employee from the
Employee’s Name or returned results

Employee Number within the Recent
ltems list

24



Manage Transfers: Demotion B e B

Key in the
appropriate
Assignment Change
Start Date in the
When does the
assignment change
Start? 4

- m DeKalb County

Change Assignment

o When and Why

“When does the assignment change start? Why are you changing the assignment?

[|“'.Ci'_"!ti:"_, Demotion ]

oF

LT Trd

“What's the way to change the assignment? Why are you making changes to direct reports?

Demotion

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

| Select either Voluntary Demotion or \:
. Involuntary Demotion from the Why

are you changing the assignment?

Select the Continue
button . drop-down list ,



N
Manage Transfers: Demotion CV)

CloudVergent 360

Apply Selected Position Changes

Job 61250 - Grounds Maintenance Worker

06116 - PARKS - DISTRICT |
SERVICE CENTER

Select the Position name Pin o pincons e
from the drop-down list

— o e o e mmn e M mmm M e Mmm Mmm M e Mmm Mmm M e Mmm Mmm M e Mmm Mmm S e Mmm Mmm M e Mmm Mmm M e Mmm Mmm mmm e Gmm Mmm M e Mmm Mmm M e Mmm Mmm M e Gmm M M e Mmm M M e Mmm M M e e e ey

' 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—dovvn list

7/

Select the Yes button

26
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Manage Transfers: Demotion

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

@ Change Assignment

*Synchronize from Position
Job

Business Title

Grade

Reporting Establishment
DeKalb County GA
Worker Category
White collar
Assignment Category
Full-time regular

Regular or Temporary

Regular

61250 - Grounds Maintenance Worker

61250 - Grounds Maintenance Worker

Probation Period
Probation End Date
Notice Period

Merit Status

Company
Division Code

AD Account Required?

Additional Employment

oF

Submit ’ Cancel

27



Manage Transfers: Demotion

a Change Assignment

(2) Assignment /it
Q Salary
“Salary Basis
DC 40 Hourly Salary Basis
Make the
41,600.00

appropriate
adjustments to
the Basic Salary
and Hazard Pay
fields and select

2.00 D.4 20.0 2 00 3 328.00
00 V.40 £0.0 5.00 3,526.00
o - — - o
0.00 0.00 0.00

the Continue
button e
— ———

28



Manage Transfers: Demotion

@ Compensation £ o | SeleCt the
Submit button

(5) Add Direct Reports

e Comments and Attachments

Comments

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

29



Manage Work Relationship Lifecycle

Lesson 3: Manage Transfers

+ Section 3: Transfers




Manage Transfers: Transfer

Select the My Client
Groups tab

Me My Team Benefits Administration

My Client Groups

My Enterprise Tools

Configuration >

I QUICK ACTIONS I APPS

i"1 HCM Experience Design Studio

Hire an Employee =
Hiring Journeys

Es
y

Add a Contingent Worker

Ee
'

Add a Pending Worker

Ee
:

i’ Add a Nonworker

Absences

Compensation

New Person

Goals

Person
Management

Performance

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

31
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Manage Transfers: Transfer

v e ey ooy " -
¥ Dachboard ] Change Location K Change Manager l!, Change Photo
i ) l‘_‘. 4 % ® . 3 2 i
New Person Change Working Hours 2 Checklist Templates B2 Contact Info p/ Create Work Relationship
o oA :E“/ Direct Reports E E)Fniument Dlivesy C/E\J Document Records ;E“/ Eligible Jobs
M Adda Contingent Worker i ISR
&/ Employment Contracts &/' Employment Info & ?Or:gc?:d EErganey E‘-‘ Identification Info
0. '
&/ Pending Workers
ﬁ/ Local and Global Transfer % Manage Job Offers & Manage User Account :_/’ Mass Legal Employer Changg
Employment] ® ®  Person Identifiers for External -3 ; °
A Person [¥] Applications Personal Details I' Promote
) P & R 5 - - ® . g wo
MM Add Assignment /| @ Seniority Dates &*s Share Data Access a*e Share Personal Info &/ Termination
: (] Transfer :-:'ﬂ':': Vacancies '!‘/' Work Relationshi E. 4 Y Workforce Modelin
q’ﬁ Areas of Responsibility v (R I = F . .
0/. Change Legal Employer g Compensation
W/ Dashboard
Ly ’ i 3 3N, : EeS . :
es/ Actas Proxy Manager sa/ Action Reasons v Active Plans % Administer Compensation
. Lmlay
g Change Working Hours E
& Administer Workers @ Balance Definitions '}: Benefit Balances E%4 Change Salary
UR, . . Eo) : LB, : b Nad ati
Zv Compensation Categories %4 Compensation Info Zv Compensation ltems v Compensation Types

section
Select Transfer under the

Employment section

32



Manage Transfers: Transfer

= m DeKalb County

< Transfer

test!

Advanced Search:test

D

From the Search for a
Person field, key in the
Employee’'s Name or
Employee Number

Person Number

Name Business Title

TH

100115

Test2 H2 Hire 99005 - Office Assistant

TD

100021

Test3_C ADP_C
Deloitte_C

68060 - Library Specialist

TD 100022

Test4 Deloitte 99005 - Office Assistant

TE TestRestError E100077 test@google.com 100077

User IT E100097

ul

test@google.com 100097

<

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

33



Manage Transfers: Transfer

Key in the =[{I_ DeKalb County
appropriate Transfer

Start Date in the Transfer e
When does the 6

transfer start? field

@ When and Why

*What's the way to transfer?

*When does the transfer start?

Transfer

8/27/21

Why are you transferring Test2 H2 Hire?

I Employee Request | |

Select the appropriate
Reason for the Transfer
from the Why are you
transferring? drop-down
list

Select the Continue
button

34



Manage Transfers: Transfer

Select the Position
name from the drop-
down list

' drop-down list

© Tansfer

* Assignment Status

| Active - Payroll Eligible

Assignment Category
Full-time regular

Person Type

! Employee

*Business Unit

Regular or Temporary
Regular

Full Time or Part Time
Full time

. DC Business Unit

Hourly Paid or Salaried

Primary Assignment

Yes

Projected End Date

Salaried

Standard Working Hours
40 Weekly

Position

FTE

Headcount

00006

Mame

Code

00006 - Administrative Specialist [+ 00006

Job Name Department Name

99015 - Administrative Specialist 06901 - EXTENSION SERVICE - ADMINISTRATION |

99005 - Office Assistant

| 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

e - - - = ——

35
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Manage Transfers: Transfer

Apply Selected Position Changes

Job 99015 - Administrative Specialist

Grade 10

06901 - EXTENSION SERVICE -

Repanment ADMINISTRATION

W Location MEMORIAL - Memorial Drive

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

B \

. Position synchronization is being used when selecting the Position. You will be prompted |
L with a message to confirm the data elements that have been selected for synchronization.
| Select Yes on the pop-up window :

N /

36



Manage Transfers: Transfer

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

Transfer
Test?2 H2 Hire

(1) When and Why

(2) Transfer

(®) Salary

@ Compensation

necessary o

© Comments and Attachments

. 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,
I‘\these sections can be skipped

T e e e o e e e e e e e e M e e M M e e mmm M e e Rmm M e e mmm e e

Select the
Submit
button

37



Manage Transfers Knowledge Check

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

A. Promotion

B. Job Change

C. Department Change

D. Location Change

N\ ’
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Manage Transfers Knowledge Check

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

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

39



Manage Transfers Knowledge Check

Which of the following details must be updated in CV360 when promoting an Employee?

A. Salary

B. Promotion

C. Compensation

D. All of the above

40



Manage Transfers Knowledge Check

Which of the following details must be updated in CV360 when promoting an Employee?

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
S promoting an Employee .



v

[ ]
Course Exercise:

|dentify a Participant in the audience to share their screen and complete the following exercise:

« Demote and Transfer an Employee

42



