Core HR /\)

CloudVergent 360

Redwood
Employee
Self Service

[



Before we begin...
The following guidelines will support a successful learning experience

TIT |
nmi{

OPNO,
Check-In for Attendance f}oﬁ’\ Refrain from side-conversations

AI Silence cell phones

EQI Complete post-training survey .
. . . . Enjoy!
prior to leaving this session

Check E-mail during breaks ONLY
had 8



Introducing Course Owner
CHECK IN / ATTENDANCE

My nameiis ...

JInstructor Name
dPlace of Birth
JCurrent Hometown

dWhat is one food you
could never, ever eat?

JdWhich is harder to give
up? Coffee or Wings?

dWhat is the best piece of
advice you've received?




Training Icons
Throughout training, you will come across the following icons:

Instructor Demos: View a live
demonstration of the system functionality

Important: Emphasizes information that can
impact how you handle a specific area

Remember: Reminds you about
previous important information

Quick Tip: Provides extra
instructions intended to give immediate,
practical advice

&

360

Take Note: Recommends that you take note of
information needed for future activities

System Exercises: Indicates that you will be
participating in a group or paired activity

For Reference: Indicates a Reference Material
s related to the topic that you are learning

Knowledge Checks: Test your knowledge of key
concepts
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Course Overview CV)

CloudVergent 360

Welcome to the Employee Self Service Lifecycle training course. This course is designed to provide DeKalb
County Employees an overview of how to navigate through the Redwood Ul within CV360

« Employee Self service

We recommend the following prerequisites before taking this course:
« (V360 Navigation Training

N\
e 2.5 Hours




/N
Course Objective(s): CV)

Upon the completion of the Employee Self Service, you will be able to:

* Personal Details

« Contact Info

« |dentification Info
 Document Records
« Employment Info




v

Course Agenda
Below is a list of the sections within this course as well as an estimated duration of each

1 Personal Details 10 minutes
2 Contact Info 15 minutes
3 |dentification Info 20 minutes
4 Document Records 10 minutes
5 Employment Info 20 minutes




Redwood Employee Self Service

Lesson 1: Personal Details



Lesson Objective(s):
Upon the completion of the Personal Details Lesson, you will be able to use:

Personal Details:

« Name

« Demographic Info
« National Identifiers
« Biographical Info

« Disability Info




Personal Details

v

CloudVergent 360

Me Recruiting Other

lu'l Change Beneficiaries
(Y] Personal Details
E- Identification Info

B Contact Info

e

My Organization Chart

My Activity Center

=

My Public Info

[=»

Change Photo

i

Document Records

CV360 Training
Hub

Career and
Performance

Current Jobs

Directory

Personal
Information

Wellness

Journeys
My Activity Center

Roles and
Delegations

Pay

Learning

_|_

Time and
Absences

Benefits

Select the Me tab

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

Show Maore




Personal Details

D — 11 -
Recruiting

My Organization Chart

~ale Otheare
ools Others
Contact Info dentification Info My Activity Center
My Public Info Personal Details

Locate the Personal Info section and select Personal Details.



Personal Details - Name V)

< n Personal Details

Andrew Anthony Williams

Name

StartDate ~ FirstName  LastName
8/19/22 Andrew Williams
iddle Name
Anthony
I When does this name change start? ‘ Zﬁtdr:;:ve ‘ ‘ t;'?;" EQE \/a | id a te Na me, if n e e d ed U Se
. . . . .
IE= Pencil icon to edit the existing
Suffix A‘rcuthEcmaymE ‘

Comments

Name and provide required
details and click Save

Drag and Drop

i Select or drop files here.




Personal Details - Demographic info

Personal Details

Andrew Anthony Williams

Demographic info

Country for Demographic Reporting Marital Status Marital Status Change Date
United States

Start Date Gender Veteran Self-Identification Status
8/19/22 Male Not a Protected Veteran
Disabled Veteran Active Duty Wartime or Campaign Badge Veterans Armed Forces Service Medal Veteran
Recently Separated Veteran Newly Separated Veteran Discharge Date

Validate Demographic Info, if
needed use Pencil icon to edit
the existing Demographic Info

Ethnicity | / I
Select the races you identify with.




Personal Details

Andrew Anthony Williams

Personal Details - Demographic info

Demographicinfo

Country for Demographic Reporting
United States

Marital Status

Veteran Self-ldentification Status
Not a Protected Veteran

Armed Forces Service Medal Veteran

O

®

Ethnicity

[ | am Hispanic or Latino.

Select the races you identify with.

[ American Indian or Alaska Native

[ Asian

Black or African American

[ Mative Hawaiian or other Pacific Islander

O White

Civil union

Common-Law

Divorced

Head of Household

Legally separated

Married

Registered domestic partner

Separated

Gender
Male

Active Duty Wartime or Campaign Badge Veterans

O

Newly Separated Veteran Discharge Date

Select appropriate Marital
Status from the drop-down

‘ Cancel ‘ ‘ Save




_ Personal Details

Andrew Anthony Williams

Demographic info

Country for Demographic Reporting
United States

Gender

Male

Active Duty Wartime or Campaign Badge Veterans

O

Personal Details - Demographic info

Marital Status

Newly Separated Veteran Discharge Date

®

Ethnicity

[ | am Hispanic or Latino.

Select the races you identify with

[J American Indian or Alaska Native

O Asian

Black or African American

[ Native Hawaiian or other Pacific Islander

O White

Civil union When does this marital status change start?
RL’L]U\FJL“
Veteran Self-Identification Status s
Not a Protected Veterar| 0O
. . Recently S ted Vet
Dedlines to Self-Identify st b
Not a Protected Veteran
Protected Veteran Declines to Self-ldentify
‘ Cancel ‘ Save

After selecting Martial Status
When does martial status
change start? Auto-populates.
Enter Date and select Veteran
Self-ldentification Status and
check the Tick box accordingly.



Personal Details - National Identifiers

< Personal Details

Andrew Anthony Williams

360

National identifiers

Country
United States

Issue Date

7/7/93

National ID Type National ID
Social Security Number .. ®©

Expiration Date

Primary

National identifiers

Country
United States

Issue Date

7/7/93

Primary

National ID Type Mational ID
Social Security Number 624-80-0883 ®

Expiration Date m

Validate National identifiers, use eye icon to unhide the National ID
and check details



Personal Details - Biographical Info & Disability Info V)

I Biographical info I

Date of Birth Age
7/7/93 31 Years 11 Maonths 12 Days

Validate Biographical Info

—
Disability info —+
United States
Disability Cogde Do you have a disability? Reasonable Accommodation Request
300000131500241 @® V4
Valid —
8/20/22

Validate Disability Info, use pencil icon to edit existing details.
Use (+)plus icon to add new Disability info




Personal Details - Disability Info

Disability info

Country

Australia

Germany

India

Ireland

you have a disability?

Urited States

Japan

United Kingdom

United States

¥ i of it
Form CC.305 OME Contral Nurber
Fagaiol Exp
Mama: Ancmw Anthany Wiliams Date: 061182025
Emgiayee I0: 11
0 applicabia)
Wiy are you being asked to complete this form?
Wa are a fad

cantractor ar subcantractor. The lw racuires s b provide equal empioyment cpporunity 1 quaified pecgie with Cisahiiies. W have a goal of having at keast T% of
DU WOMKRFS 35 DECEIR WiIh CIRNINES. TRG W 5375 WR MUSLMEISUNe DU PAOGEss 10wards Ihis goal. TO 50 TS, we Must 25K ARRICANES and GrEioyees & My Rave 3 cisabiiy o
hava avar had oo, Poonks can Become Si5abld, 50 wh nacd b azk this Guasion 3t laast avary e yoars

Complating this fam is woiuntar,
Torm and yaur answer wil not harm you in any way. I you
Programs [OFCCP) wabsita

and we hone that you wil choase 10 40 50. Your answer is confidantial. No cre wha makes hirng decisions will saa It Your decision 1o comaiets the
a iearn mora about the law or this form, wisit the LS. Depariment of Labars Ofice of Feceral Cantract Campliance

warm: ol oot

How do you know if you have a disability?

A cisabilty i a candilion hat substanBally Imils ana or mane of your “major e actiities.” I you have or Rave ever had sech & condilian, YU are & persan with a disabiity. Dicablliec

Include, but ars nat Iimiied fo:

stom condition, for @
r nsan's disaase,

Alcoihal or aihar substance usa disordar Disfiguremant, for exampic = Mervous sy
nal cumantly using dn.gs lagally) disfiguramant causad by bums. migraing o
wounds, accidents, or congantal

= Autsimmuns dsarder, for SxamEls, lupus. faunga
Abromyaigia, meumalaid arthitis, HIVIAIDS ardes = Mewrodivergance, for exampla, Siention.
»  Biind or low vision = Eplopsy or olhar seizurc Sisarder caficitinyparactivty disorder (ADHD),
. car [ ) = Gasirintestinal disorcors, for Sutlam spacirum diomar, dysess.
Cancer [past or presant) e e e dysprasa, ot laming dsabiiies
= Cardlovascular or haart diseass = Fartial or compiata paralsis (any cause
= Cofac dsgase . = Fulmanary cr respimtcry canditions. e
= Corateal paisy . wxample, lubarculoss, ashm
= Doator saricus diffculy hearing amEnEama
. . dzarder, schizophrania, FTSD = Shart staturn jwartsm;
= Mizsng imbe o partisly miscing limos = Traumatic Beain injury

Mahbiity impaimmant, banafiting from
ha usa of 3 whasichalr, scootar,
naior oinar

Please check one of the boxes below:

[0 ¥es, | have a disability, or have had onein the past

O Me. I do nat have a disability and have not had one in the past

O | do not want to answer

FUBLIC BURDEN STATEMENT: Accarding bo B Panarwork Reductian Act of 1995 na parsons are mauined ta respand o a colisctian of information uniess such colisction displays a
vaiid OME contrel number. This survey shaud ke aboul § minuies 10 compice

For Empioyer Usa Oy

Empioyers may madity tis Section of the 1o 35 Nagdad 10 recordkeaging pUTPOSEs.
For axamgie:

ok Titia: atHim

Select Country, then
Voluntary Self-ldentification
of Disability page appears.
Check the appropriate Tick-
box and Click Save



Redwood Employee Self Service

Lesson 2: Contact Info



Lesson Objective(s):
Upon the completion of the Contact Info Lesson, you will be able to:

Contact Info:

* Phone Details

 Email details

« Other Communication accounts
e Address

« Order of preference

20



Contact Info

Other

v

CloudVergent 360

I Me i Rocn |i1'mj

> @ M@ st

i

Show Maore

QUICK ACTIONS

Change Beneficiaries

Personal Details

Identification Info

Contact Info

My Organization Chart

My Activity Center

My Public Info

Change Photo

Document Records

APPS

CV360 Training
Hub

Career and
Performance

Current Jobs

Directory

Personal
Information

Wellness

Journeys

My Activity Center

Roles and
Delegations

Pay

Learning

_|_

Time and
Absences

Benefits

Select the Me tab

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

21



Contact Info

"
—
=ss

D — 11 -
Recruiting

My Qrganization Chart

Tools Others

Ed Contact Info

E My

Rublic Info

s |dentification Info iy Activity Center
] ) )

L .
M Personal Details

Locate the Personal Info section and select Contact Info.

22



Contact Info - Phone Details

< B Contact Info

Andrew Anthony Williams

Phone details

Type
Home Mobile Phone

Primary

Number

1-678-3386357

Validate Phone details, use pencil icon to Edit existing details,
click (+)plus icon to add new phone details

23



Contact Info - Phone Details

Phone details

)

1t 360

Select appropriate
Phone Type

e hd Area Code
United States 1 .
Select appropriate Country
93
From Date
n AF Extension 5]
Aghorista ‘ ‘ ‘ 6/19/25 E ‘
358
AX
Aland Islands
. 55 Phone details
Albania
t 213
¥ DZ Country - Type
Algeria Nyl ‘ United States 1 | Area Code ‘
1
1
E AS Business From Date
American Samoa Number pyss
Require: Campus
‘ To Date Cell
Dormitory
Fax ‘ Cancel ‘ ‘ Save ‘
Home Fax
Type lur .
Home Mobile Phone 1-¢ Home Mabile Phone
Primary Home Phone

24



Contact Info - Phone Details

Phone details
Country - Type Area Code
United States 1 Home Phone 876
Number From Date
7336833 ‘ Extension 6/19/25 ‘
Primary
To Date
®
| [=
Type Number
Home Mobile Phone 1-678-3386337
Primary

Provide your Area Code
and Number. Click on
Primary to make it as first
preference and click Save

25



Contact Info - Email Details

< b Contact Info

Andrew Anthony Williams

Email details

Type

Home Email

Email ‘49
TEST_46601Drewballin80@gmail.com

Type
Work Email

Email
TEST_55396aawilliams@dekalbcountyga.gov

Primary

Validate Email details, use pencil icon to Edit existing details,
click (+)plus icon to add new email details

26



Contact Info - Email Details

Email details

Type

Email

Business

Campus

Dormitory

Home Email

Other

Work Email

Work Email
E—

Cancel Save

Email
TEST_55396aawilliams@dekalbcountyga.gov

Primary

Email details

Type
Business

Email
TEST_590012antony@dekalbcountyga.gov

I Enter 240 or fewer characters

Cancel

Save

Select Email Type, enter the Email ID. click on Primary to make it as

first preference and click Save

27



Contact Info - Other Communication accounts

< I Contact Info

Andrew Anthony Williams

Other communication accounts -+

Add communication methods other than a phone, email, or address to be used for work-related communication purposes.

Validate Other communication accounts if present, click (+)plus
icon to add new details

28



Contact Info - Other Communication accounts

< n Contact Info
Andrew Anthony Williams

Other communication accounts

Facebook
LinkedIn ‘ ance

Slack

Twitter

|
Zoom

Select Provider, enter
the Account Name and
click Save

29



Contact Info - Address

360

Address -
e Address Start Date
Home Address 5744 Dorian ct B/19/22
Lithonia, GA 30058 -
Dekalb n
United States
Primary
. | ey s |
| e, |
| Address Line 1 _ |
| Address Line 2 |
B -

Validate Address, use
pencil icon to Edit existing
details, click (+)plus icon to
add new Address details

Enter Address Type, Country,
Address change date, Address
Line 1, Address Line 2, Zip code,
etc. and click Save

30



Contact Info - Order of preference

360

Order of preference

Add the order in which the available communication methods must be used.

Validate Other communication accounts if present, click (+)plus
icon to add new details

31



Contact Info - Order of preference

Address

Type
Home Address

Primary

Order of preference

Preferred Order

E-Mail

Facebook
Al | Date
sk Linkedin /22

Lyl
Phone

Postal service
Slack
Twitter

Zoom

Provider
‘ -

Employee can set Order of
preference for the Contact
Info from this section and
select Save

Order of preference

TEST_46601Drewballin80@gmail.com
TEST_55396aawilliams@dekalbcountyga.gov

TEST_590012antony@dekalbcountyga.gov

Preferred Order Provider

1 E-Mail

E-Mail

-

Required

‘ Cancel ‘ Save

32



Redwood Employee Self Service

Lesson 3: Identification Info

CloudVergent 340
3



Lesson Objective(s):
Upon the completion of the Identification Info Lesson, you will be able to:

|dentification Info:
« (itizenship
 Driver's Licenses

34



Identification info

Me Recruiting Other

lu'l Change Beneficiaries
(Y] Personal Details
E- Identification Info

B Contact Info

e

My Organization Chart

My Activity Center

=

My Public Info

[=»

Change Photo

(g_\) Document Records

CV360 Training
Hub

Career and
Performance

Current Jobs

Directory

Personal
Information

Wellness

Journeys

My Activity Center

Roles and
Delegations

Pay

Learning

_|_

Time and
Absences

Benefits

Select the Me tab

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

Show Maore

35



Identification info

Me Recruiting Tools Others

Contact Info dentification Info My Activity Center

My Organization Chart My Public Info Persorjal Details

Locate the Personal Info section and select |dentification Info.



Identification info - Citizenship

< B Identification Info

Andrew Anthony Williams

Citizenship

Add citizenship information.

Validate Other communication accounts if present, click (+)plus
icon to add new Citizenship details

37



Identification info - Citizenship

Citizenship
Crizenship Citizenship Status hd From Date . o .
— Select appropriate Citizenship
Afghan
Albanian
Algerian
TR Citizenship
Andorran
Angolan X‘rﬁ::]ri?gn - I Citizenship Status From Date
Antiguan Active
7 To Date ‘
Argentine Expired
[ Set Citizenship
3
Status to Active
Drag and Drop
Select or drop files here.
URL Add URL
Cancel Save

38



Identification info - Citizenship

Citizenship

Citizenship Status
Active

Citizenship
American

From Date

6/12/12

To Date
6/19/25 ‘

Comments

: |

Drag and Drop
Select or drop files here.

Select From Date & To Date if
there is any Citizenship Proof
upload in Drag and Drop
section and select Save

39



Identification info - Driver’'s Licenses

Identification Info

Andrew Anthony Williams

Citizenship

A Pending Approval

We are submitting your changes for approval.

Citizenship Citizenship Status
American Active

To Date

6/19/25

Driver's licenses

Add driver's license information for identification and qualification to drive.

From Date

6/12/12

Validate Driver’s licenses if
present, click (+)plus icon to
add new Driver License
details

40



Identification info - Driver’'s Licenses

Driver's licenses
‘ B?';;gg%i’;{;s h “ Heenee Tyee - || License Number ‘
Issuing Authority ‘ CDLA To Date ‘
CDL A Permit
Place of Issue ‘
cDLB
Comments CDL B Permit
CDL Blue Card Info
Chauffeur
Class A
Class B
Drag and Drop
Select or drop files here.
URL ‘ ‘ Add URL ‘
‘ Cancel ‘ Save
I —

Select Issuing Country, license
Type from the drop-down list

41



Identification info - Driver’'s Licenses

Driver's licenses

License Type
Permanent

Issuing Country

United States

-

From Date .

Issuing Authority I

| Drag and Drop
Select or drop files here.

Enter License Number,
Issuing Authority. If there is
any Driver’s license upload
in Drag and Drop section
and select Save

42



Redwood Employee Self Service

Lesson 4: Document Records

CloudVergent 340
43



v

Lesson Objective(s):
Upon the completion of the Document Records Lesson, you will be able to:

« Document Records




Document Records

Me

Rocryiting
-

Other

HL

=

[~

Y

Show Maore

QUICK ACTIONS

Change Beneficiaries

Personal Details

Identification Info

Contact Info

My Organization Chart

My Activity Center

My Public Info

Change Photo

Document Records

APPS

CV360 Training
Hub

Career and
Performance

Current Jobs

Directory

Personal
Information

Wellness

Journeys

My Activity Center

Roles and
Delegations

Pay

Learning

_|_

Time and
Absences

Benefits

Select the Me tab

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

45



Document Records

Me Recruiting Tools Others

< Show Less

Personal Info

|1| Change Photo B2 Contact Info E.-‘ dentification Info E My Activity Center
- My Organization Chart E My Public Info Y Personal Details
amm MY ganization Lhart V1Y C (@] n ersonal Detaills

Document Records

E Document Delivery Preferences @) Document Records

Locate the Document Records section and select Document Records

46



Document Records

Document Records

Andrew Anthony Williams, 46060 - Police Officer, Senior

‘ Search by type, name, or number

Category Excluded Last Updated Type Filters

Sort By Last Updated, New to Old ‘

4 Click on the +Add button

47



Document Records

New Document Record | cancel |
Andrew Anthony Williams, 46060 - Police Officer, Senior
Document Type -
Name ¢ Country ¢ Category ¢ Subcategory ¢
Absence Events DSN France Payroll
Achievements - nonperformance based Awards and recognitions
Adoption Legal document Personal
Adoption certificate Benefits
Application Employment
Attendance Record Expenses Child Care
Before Employment Physical Employment

If you have any Document
Records to be updated this
IS where you can add your
document record

48



Document Records

New Document Record

Andrew Anthony Williams, 46060 - Police Officer, Senior

Document Type
DekKalb Course Certificates

Country
All Countries

Description

DeKalb Course Certificates

Category
Licenses and certificates

‘ ‘ Number

‘ ‘ ISsuing Country

Name
From Date =] ‘ ‘ To Date [ ‘ ‘ Issued On =] ‘
Issuing Location ‘ ‘ Issuing Authority ‘
ssuing Comments
T~ A v A K A A~ A~
Attachments
Drag and Drop
Select or drop files here.
URL H Add URL ‘

Fill in the Required
information and then
click Submit.

49



Redwood Employee Self Service

Lesson 5: Employment Info



Lesson Objective(s):
Upon the completion of the Employment Info Lesson, you will be able to:

v

CloudVergent 360

« Employment Information

51



Employment Info

Me Recruiting Other

9 L.
ingt Change Beneficiaries

(Y] Personal Details
E-‘ Identification Info

B Contact Info

e

My Organization Chart

My Activity Center

=

My Public Info

Change Photo

[~

(g_\) Document Records

CV360 Training
Hub

Career and
Performance

Current Jobs

Directory

Personal
Information

Wellness

Journeys

My Activity Center

Roles and
Delegations

Pay

Learning

_|_

Time and
Absences

Benefits

Select the Me tab

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

Show Maore
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Employment Info

Me Recruiting Tools Others

€— Show Less

Personal Info

|1| Change Photo E¥4 Contact Info Eﬁ Identification Info E My Activity Center
- - . [/ .
a2 My Organization Chart g My Public Info M Personal Details

Locate the Employment
| section and select
E Document Delivery Preferences ¢{g> Document Records Em ployment I nfo

| Employment |

s . ) . (I . I ] X .
..(.! Additional Assignment Info s=/ Eligible Jobs E Employment Info I B Mamage vy User Acconnt

Document Records

53



Employment Info

Employment Info

Andrew Anthony Williams, 46060 - Police Officer, Senior

Eligible Jobs | | Additional Assignment Info

Select assignment

Business Title

46060 - Police Officer, Senior

Assignment

Legal Employer
DekKalb County GA

Job
46060 - Police Officer, Senior

Grade
SWN2_S16

Assignment Category
Full-time regular

FTE
1

Headoount

1

Person Type
Employes

Business Title

46060 - Police Officer, Senior

Division Code

04600 - POLICE

Managers

John A Obester

n E016692
46030 - Police Lieutenant

Line manager

Business Unit

DeKalb County

Department

04647 - POLICE SERVICES - UNIFORM DIVISION

Assignment Number

E110908

Location

PS-SOUTH - Police South Precinct

Country

United States
Hourly Paid or Salaried
Hourly

Reporting Establishment
DeKalb County GA
Merit Status

Y

AD Account Réqulréd
Yes

Position

11147 - Police Officer, Senior

Worker Type
Employee
Action

Synchronization From Position

Working Hours
40 Weekly

Regular or Temporary

Regular

Person Number

110908

Assignment Status
Active - Payroll Eligible

Company

001

iExpense Approver

036133 - Hudson, Jessica L

Employe can validate their
Assignment Info and can
see their Managers in this
section

54



Redwood Employee Self Service Summary
You have reached the end of the Employee Self Service. You should now be able to:

360

v' Personal Details
Contact Info
|dentification Info
Document Records

Employment Info



Redwood Employee Self Service Summary

For additional information on the topics covered in this course:
« DeKalb POC:

« Katherine Furlong |kdfurlong@dekalbcountyga.gov

360

56
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