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Actions b3

Time Management >

Job and Personal Information >

Compensation »

Development »

Performance Management >

Forms 2

N i
<= Job and Personal Information

Request Reporting Change
Transfer Employee

Promote Employes

Submit Location Change Request
Request Leave of Absence
Request Paid Leave of Absence
Retre Employes

View Employee Personal Info

Teminate Employee

Submit Demotion Request

x
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In My Team, you will see a list of employees who report
to you. Find the person you wish to change and click the
blue arrow next to their name.

Choose Job and Personal Information from the actions
menu and then choose the appropriate transaction —
Transfer Employee, Promote Employee, or Submit
Demotion Request.



1. Type of transaction

£ My Team Transfer Employee

information — redacted 4. Navigate
here for privacy to next step
Questionnalre
Sadac] tha information you would Bke to changa
Arg you changing Salary Infaimation? _jf_ﬂ_l- :-

3. Are you changing salary information? If yes, leave slider button as is on YES. If no,
move slider button to the left to change to NO.



1. Type of transaction

Transfer Employee

Mamn

Joib Tieko i inn — 1 {2)
Employes 0 i« jngflgfe iﬂ;srmiftmﬂ Jobs Detail Compansagon Detal 2. Steps to complete Ruviow & Scbmit
FRELINY P L ey ; - transaction — current step is gl ;
indicated with a green circle, | ReuniQuetoease | 1] Hed 3
Work and Job Infarmation Related Information
*Effective Dats | D3Z2022 B 4, Effective date — must be changed to date that coincides with the beginning of a payroll period \dd Anablics. | o
Reason ¥ 5. Reason — select the most appropriate reason from the list of available options
Mew Information Cuwrrent Information PRGN
P Tigh Empl Data Sp st o 1003579 6. ThE‘ current Emalo Dats Speciali 10035750 Manager Resowce Guide
osition Tite Employes (hala Spaciaks! g = . mployes Dath Specialis) i .
position will be
Business Unit  Kernesaw Siase Univarsity 53000 displayed under Kennesaw Ststs Univarsiy 23300 Faciities Informatinn
new information. : .
Department HAS-Heman Resources 10E041E HAS-Human Rasources 1680418 Compensation Guidelines
Location  Kennesaw State Unhersity 230 Click the Kt St Lribonrsity 4 FAQ o
magnifying glass
Job Title  Emglayes Data Specialis) B4TEN to cha nge the Employes Data Specialisi BATXT
Standard Hoars 4000 position number 40,00
) to the new
FTE  1.000000 position number 1.000000
FullPan Time  Ful-Time the employee is Full-Tima
Reports To Mg Employes Dala Sarvice 10035785 mﬂ‘l"mE I”tD and Mgr, Employes Data Service 13035780

wait for the

manager Marne || lookup window L ]

to open.
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Lookup

Search for: Position Title
b Search Criteria

« Search Results

Only the first 300 results can be displayed.
7. Click the arrow next to search criteria to search for the new position

Business Unit 43000
Position Number
{begins with)
Sesstion Tide 8. Search for a new position using any

(begins with) combination of the fields provided

Department Number a : e ;
(begins with) Once the appropriate position is located,

Job Code a click on it to select it.
{eging with)

Repons To Position Number Q
(begins with}

Manager Name
{megins with)



Transfer Employee

Job Tite 1 (2 (3)  10. Navigate
Employea I Job Detadl CTpapS R Lot Rarviens St tﬂ ﬂext StEp

Rostarn 10 QuBSHOnMETS Mext 3
Work and Job Information Related Iafarmation
"EHective Date D0E22 '-' : | &naiytics L]
Roason Begin Acsing Popltion -
New Information Current Information Sboigin vk i
“Position Thle® |Mgr, Employee Data Sardice Q10035789 Emgloyas Data Specalist 106351450 Manaper Redsunce Guids 3
Business Unlt  Kernesaw State Unharsity L3000 Kennesaw Stats University 43040 Facilities: Infarmatian
Department  HRS-Houman Resources 1060416 HRS-Human Resources 1080416 Compensation Guidelings
Lscation  Kermesgw Sals Unkearsity 430 Kennesaw State University 430 Fag . =
Job Thle® Mgr Erployes Data Seevice 35X Emgloyes Data Speciaist E4TEN
Standard Hours 4000 40,01
FTE 1.000000 1.000000
FullPari Time Ful-Tima Full-Time
Reports Tow Deputy CHRO, HR Dperations 10034719 Mygr. Empleyes Data Service 108635785
Manager Hames _ _
® Changes usce 9. Verify under “New Information” that the yellow dots appear

(which indicates that a change has been made) and that the
information displayed matches the correct new information.

(Names here are redacted here for privacy.)



11. If you chose to change salary at the beginning of the transaction, this page will be next. If you chose not
to change salary at the beginning of the transaction, the transaction will automatically skip this page.

Transfer Employee

e -~ > - 14. Navigate
Job Thiks ", '.___ !
Employee 1D ob Data Compensation Datail Raview £ st 1O NEXT StED

Retuen fo Questionnsre £ Prawious | | et 3
Compensation Details Related Information
Add Analytics | o
Pay Companent Changps Percent Change Amount  Mew Amsount Cufrent Amouwnt Cumency Code Type Fraquency
Duefiant KA Houty B5TE 158 2000 18 42 usD Hourly Rate Haourly w Decislon Support
Managar Resowce Guide
A B3558 Coswps-Raile 0 8
Facilfes Infommation
A A [TRE - kr RLFELE
[TTerrs Bhiapcin i — Compersation Guidelines
Mew Information Current Information FAG =
Hawrby Salarys 2000 USD 1842 UsSD
Annuzl Rate® 4160000 USD 3831360 USD

12. Enter the salary change information.

+  Ifthe employee is currently paid hourly, the hourly rate of the new position needs to be entered.

4 Changes Mada
* Aesguered Fiekd

= If the employee is currently paid monthly, the monthly rate of the new position needs to be entered.

13. Verify under “New Information” that the yellow dots appear (which indicates that a change has been
made) and that the rate displayed matches the correct new rate.



Transfer Employee

Hame
Jubs Title

Employos I

Review and Submit
Effactive Dt

Reason

Poaitsam Tinbe
Businass L

Departmant

Loe
Jobs Titled
Starsdard Hours
FTE
Full'Par Thms
Reports. o
Manager Hame
Hourly Salary®
Annual Rate
= Reguest Summary
Mrw Information
Position Thles
Business Unit

Misratmasnr

03062022

Begin Ading Position

New Information

Mg Employes Data Servica
Kernasaw State Uniedsity
HRS-Human Rescurces
Kennesaw State Unieesity
Mgr, Employes Data Serice
4000

1.000000

Full-Timse

Deputy CHRO, HR Oparations

20.00 USD

4180000 USD

Mgr, Employea Data Samvice

Kennesaw State Unhrersity

HOS Hiswam Das s ieas

1AsTES

43000

10416

43

KRR

1id3aTE

10035785

43000

IEOAE

3 16. Click

Current Information

Emplayes Data Spetiaksd 10035750
Kannesaw State Universily 43000
HRAS-Human Resources 1060416
Fannasan State Unbvarsity 30
Employes Data Specialist EaTHE
4000
1.000000
Full-Tima
Mor. Employas Data Sarvice 10015TAS
I

g 42 LsD

3831360 UsD

Curmend nfoematicn

Employes Data Specialist 10035750
Kannesaw Sate Unhearsity 43000
L1 ol TR = R 1nRNATR

Review & Submit Submit
Fntum 1o Cueshonnany £ Pravious Sashmit
Related Information
8 | -]

15. Review the transaction
one more time for accuracy
and add any appropriate

comments and attachments.

Make sure to use the scroll
bar to scroll all the way to
the bottom during review.
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