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Payroll Coordinator

Request Line Manager Change

CV360 Navigation: My Client Group > Quick Action > Show More >
(Workforce Structure Group) Request a Position Change

The talent manager change cannot be completed using the steps in this reference guide. The steps listed
within this document is solely used to change the Parent Position “Line Manager.”

If you wish to update the Talent Manager, Navigate to the homepage and expand the “Show More”
section. Search for the Employment Section and Select “Change Manager”
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Request Line Manager Change

CV360 Introduction - N aVigate tO My Cl ient
Groups > Quick Actions >
Show More
Me My Team @l Benefits Administration Tools Others
- @ @8 68 @ 0O
E-‘ dentification Info on Absences W Payroll
M Family and Em tact
_|_
Q Change Location Team Schedule
e Workforce Structures
Things to Finish {57 Postion Deals £ Requesta New oston ch ResuestsFoston Change
Talent
.’“ Add Anytime Document .’“ Add Check-In Document V= reedback = Reguest Feedback
Select the Req uest a Absences
Position Change in the oo e

Workforce Structures
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Request Line Manager Change

Select the show filters link to
search the position.

Positions

‘ search... Q ‘ IShow Fl'Itergl

Try searching to get results
Search by position name or code, parent
position name or code, job, depantment
incumbent name or numboer.

ayro// Coordinators should use the Show Filters hyperlink to locate the correct Parent and Child
| POS/t/on.
| - Using the Basic search function may provide multiple positions, and could result in spending
\ add/t/ona/ effort, and manually searching through multiple position files. y
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Request Line Manager Change CV)

Positions " ncumbent - /" Payroll Coordinators must validate they N

are requesting the right Position number.

| Search... < | Hide Filters
e Coarch ~ Job ** , . :
Saved Search | i | Coordinators may use additional filters
[ Active Positions As-of T | [ save | ' to drill down search criteria.

= Department =*
Filters Reset | £¥ L /
st o | | < Position Name: (Deouty Director

&

- oston - . < Position Code # (00000) |

| FeereEe | ] . Parent Position # (00000) i
511220 | - |mvdsy G | | OK| | | i & Incumbent (l//ncentPug/?) i
- Staus Clea et % Job # (0000) i
Y ft | | .« Department (Information
~ Hiring Status | Technology) |

~ Position Name ** ’::;i:’:’fd i s Location (T DECATUR) i
Proposed % Business Unit (DC Business Unit) i

~ Position Code ** | |
| T:”E :\ CV360 recommends to always use ,,:

— oot \. Position Code Fieldto search positions — /

| . Shared f@r requested change.

Single incumbent
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Request Line Manager Change

Positions

Hide Filters u

| search... Q

L

Saved Search

| Active Positions As-of T¢ ‘ Save ‘

Filters Reset | ¥
Expand &ll | Collapse all

~ Effective As-of Date ©

Try searching to get results
Search by position name or code, parent
position name or code, job, department,
incumbent name or number.

s/9/22 | - [msdpy ta ]| oK

~ Status Clear
7 Active Enter the position number in
nactive the Position Code field.

~ Paosition Namea ™

~ Position Code **




Request Line Manager Change

Positions

| Search... o

Saved Search

| el el AS'OfT‘J| Save | 01563 - Fire Driver / Operator {53-hr)
01563
Filters Reset | £¥ Parent Position

06098 - Fire Captain (28-day)
Expand All | Collapse all

Effective As-of Date *

5;9;202[‘-3‘ . ‘mjdjyy t ‘ | ok |
Status Clear
¥| Active
Inactive

Position Name **

Position Code ** Clear

|O1563 |

Parent Position ™

Hide Filters Effective As-of Date  On or after 5/9/22  Status Active ®  Position Code 01563 X

Sort By | Name - Ato Z

Incumbents

Adam Harris

Select the queried
Position number. Ensure
you do not select the
parent position by
accident

o
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Request Line Manager Change

©® \When and Why

*When does the position change start?

What's the reason for this request? I

‘ 5/14/22 ‘ Parent Position Change

In the When and Why
section, Enter the position
Start/Effective date

Select the Parent Position Change
action reason in the “What's the

g/ “““““““ h “““““““ b/dhh “““““ -, reason for this request?” drop down
| e talent manager cnange cannot e comp ete US//’)g?f esteps In this reference ! |iSt and Select the continue bUttOﬂ.

. guide. The steps listed within this document is solely used to change the Parent
' Position “Line Manager.”

If you wish to update the Talent Manager, Navigate to the homepage and expand
the “Show More” section. Search for the Employment Section and Select “Change

_____________________________________________________________________________
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Request Line Manager Change

o Position Details

*Parent Position
-]

“Name

Select the Parent Position “Line
Manager” drop-down list.

L} |[]1=1.94 - Firefighter, Recruit ‘

Code
01494

* Department
04925 - FIRE & RESCUE SERVICES - OPERATIONS | u
- = ~ ~

- | {"Payro// Coordinators will change the
| . Parent Position “Line Manager’ in the
Position Details section. If you're unsure
. about the new position number, please
E S . reach out to your HR Generalist.

| 49150 - Firefighter, Recruit

Grade

SWN2_513 |

Add Another Grade

Assignment Category

Coordinators can also run a position
detail report to get a listing of your
il time | \ active positions /

Full-time regular ‘

Full Time or Part Time

o o - - - - - - - - - - - - - ———
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Request Line Manager Change

o Position Details
Enter and select the New
Position number in the Parent
Position drop down box.

" Parent Position

(01824 _ ]+ |
T

Name Code Job Mame Department hame

01824 - Fire Captain (256-day) 01824 49120 - Fire Captain (28-day) 04925 - FIRE & RESCUE SERVICES - OPERATIONS

Ccfe

-

P e I I N | .

| ~Coordinators must ensure \\'

— | ' they are submitting the

e ' ' correct line managerin the |

— " Parent Position field. If the
] ' correct Line Manager isn't

— | ' submitted, the request will

FullTime orpart Time __| \\resu/t in rejection.,




Request Line Manager Change

Request a Position Change

01494 - Firefighter, Recruit (01494)

Full time

Standard Working Hours

Requisition Template

L< | erle ]

Overlap Allowed
® No Yes

Merit Status

Salary Admin Plan

| SWN2

Division Code

| 04900 - FIRE & RESCUE SERVICES

Context Value

*Subsequent actions can be submitted once the position

approval flow has been completed.

CloudVergent 360

Select the submit button
to route the position
update request for HR
Generalist approval

- e e e e e e e e e e e e

/"Once Submitted, the Position
Change Request will undergo
multiple levels of approvals
and system updates, before
reflecting in CV360.

1

expect a 48-hour turnaround
before verifying the change
CV360. If the request is
denied, reach out to your
department Generalist for

Payroll Coordinators should

\ details. /

. e - ——
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