
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
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Manage Transfers: Promotion

Locate the Employment 
section
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Manage Transfers: Promotion

4

Select Promote under the 
Employment section



Manage Transfers: Promotion

Key in the appropriate 
information for an 
Employee name in the 
search bar on the 
Promote page 
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Select the correct 
Employee Name from 
the drop-down list



Manage Transfers: Promotion

Select the appropriate 
Promotion Start Date

7



Manage Transfers: Promotion

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



Manage Transfers: Promotion

Select the appropriate Position
name from the drop-down list
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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



Manage Transfers: Promotion

Select the Yes button on the 
Apply Selected Position pop-
up window
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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



Manage Transfers: Promotion

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

Key in the appropriate Base Salary
and Hazardous Duty amount on the 
Salary section
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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



Manage Transfers: Promotion

If payroll coordinators select the “Salary Basis” (drop-down at the top of the Salary Details page), it will blank out all 
the values (including base pay, longevity, hazard, paramedic, etc.). The only time the drop-down would need to be 
selected is an FLSA non-exempt (hourly) employee promotes to FLSA exempt or if you are changing the standard 
hours (i.e., 40-to-53, 40-to-42.5, etc.). 



Manage Transfers: Promotion

If you have not selected to display all components using the “Select Components”, button then coordinators may 
inadvertently drop the employee’s longevity pay, thus paying the employee incorrectly. CV360 may flag these 
anomalies, but not until the next pay cycle, meaning the employee will receive at least one check without longevity.
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The revised salary will be reflected on the 
Salary page. Select the Continue button to 
save the changes and proceed to the next 
step
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Select the Add button 
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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
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Manage Transfers: Promotion

Key in the appropriate 
Amount
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Select the OK button
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Manage Transfers: Promotion

Select the Submit button
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Manage Transfers: Transfer w/ Pay Rate Change

Add the applicable documents to 
the transfer13



Manage Transfers: Transfer w/ Pay Rate Change

Enter the mandatory comment and 
attachment associated with the 
transfer.
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14 Select the submit button


