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Manage Assignment Status: Demotion



Upon completion of the Manage Assignment Status: Demotion lesson, you will be able to:

Lesson Objective:

Objective

• Process an employee demotion by updating assignment change details and submitting 
transaction accurately.

The demotion process begins by selecting employee, choosing effective start date, and 
selecting Demotion as assignment change type. The reason must be identified as either 
Voluntary Demotion or Involuntary Demotion based on business scenario.

Position synchronization determines whether assignment values remain unchanged or align 
with position. When synchronization is disabled, Coordinators can retain existing values or 
match them to position as required.

Required assignment and salary details must be carefully reviewed before submission. 
Special attention is required when updating salary basis, as this may clear existing pay 
values. Once verified, transaction is submitted to complete demotion.



• Initiating an assignment change for Demotion, including employee 
selection, start date, and correct classification (Voluntary/Involuntary).

 
• Selecting correct demotion reason to ensure accurate records. 

Managing position synchronization and completing all required 
assignment fields. 

• Handling salary details, with attention to Salary Basis and its impact 
on salary values. 

• Reviewing current salary before submitting to ensure payroll and 
assignment updates are precise.

Focus 



Navigation 
My Client Groups →
Quick Actions →
Show More →
Employment →
Change Assignment



Select My Client Groups tab

From Quick Actions section, select 
Show More link from drop-down list2
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Select Change 

Assignment under 
Employment section

3 Locate Employment section
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In Search field, key in 
employee’s name, person 
number, or assignment 

number.

The Coordinator can select employees directly from Change Assignment 
page instead of using search.

Apply filters under search bar to simplify search to find an employee.
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Select the Employee from search result6
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Check boxes for sections to be 
included in process on Info to 

Include page
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8 Click on Continue to move 
to next section
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Select appropriate 
Assignment Change 
Start Date in When 

does the assignment 
change start? field

Select Demotion from What’s the way to 
change the assignment? drop-down list 
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Select Reason in Why are you 
changing the assignment? drop-
down list. Select Continue button

12
Click on Continue to move 

to next section
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Select either Voluntary Demotion or 
Involuntary Demotion from the Why 
are you changing the assignment? 
drop-down list
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When position synchronization is enabled for an attribute, switch is disabled.
• If position synchronization is disabled and you want to keep the assignment’s current value, set 

switch to off.
• If position synchronization is disabled and you want assignment’s value to match value on 

position, set switch to on.
• Click Continue to move to next page.

Manage Assignment Status: Demotion



Click on Continue to move 
to next section

Complete necessary actions in 
required fields on Assignment page.
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Position is only changed  on the When and Why page.

In the Position field, key in Position name. All Position names start with a code and then 
description. When entering code, system will intuitively provide a list of Positions that 

match data that has been entered. Select correct Position from drop-down list.

Troubleshooting



If payroll coordinators select “Salary 
Basis” (drop-down at top of Salary 
Details page), it will blank out all 
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.). 
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Click Show Current Salary Details to view more about current salary. Click Continue 
after reviewing salary details on salary page to move to next page.
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Complete required actions on remaining page sections and remember to click Continue 
on each page to move to next page.

Troubleshooting



• The learner can now identify employee and apply Assignment Change Start Date for a demotion. They 
can correctly select Demotion as assignment change type. This ensures the demotion is effective on 
correct date.

• The learner can now select appropriate Demotion Reason and classify it as Voluntary or Involuntary. 
They understand how this impacts the assignment change record. This ensures correct demotion 
classification.

• The learner understands how position synchronization affects assignment values during demotion. They 
know when assignment values are retained or matched to the position. This ensures controlled 
assignment updates.

• The learner can now review salary details, understand impact of Salary Basis selection, and submit 
transaction. They understand when Salary Basis should or should not be selected. This ensures accurate 
salary handling during the demotion process.

Conclusion 
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