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Employment

From the Employment page,
select the Edit button. Select
Update from the drop-down list

O M

Work Relationship @

Legal Employer DeKalb County GA

Worker Type Employee
Hire Date 1/1/20

Assignment: 21040 - Accounting Technician, Senior @ & Edit ¥ || View History |
Action ire Effective Start Date 1/1/20 ( 10of 1 )

Update I
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Update Employment

* Effective Start Date

12/7121 e

* Action

From the Update Employment Action Reason

form, select the Effective Date.
In this example, Today’s Date

will be selected !

:'The Calendar icon may also be
\used to select the Date

Update Employment

* Effective Start Date | 12/7/21

* Action

Action Reason
Add Assignment

Assignment Change

Cancel

Demotion

End Assignment
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From the Action field, select
Assignment Change from the
drop-down list
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Update Employment

* Effective Start Date

1217121 i ‘

* Action

Assignment Change v ‘

Action Reason

TETCTTTCT TCA T

Primary Job became Secondary

Redesignation

Reversal of Demotion

Secondary Job became Primary

Status Change

From the Action Reason field,
select Status Change as the reason
from the drop-down list

Update Employment

* Effective Start Date | 12/7/21

* Action Assignment Change

Action Reason |Status Change

Select the OK button
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Assignment Details

In the example, the Employee’s
Assignment Status is going to change
from Active- Payroll Eligible to Leave
of Absence (Paid). From the
Employment page, navigate to the
Assignment Status field

Assignment Number ‘ E100081

*Person Type ‘ Employee

*Business Unit ‘ DC Business Unit

4 Job Details @

*Assignment Status |A(t\ve - Payroll Elig

Primary Yes

Projected End Date | m/d/yy iy ‘

Edit Employment: Assignment Change

Work Relationship @
Legal Employer DeKalb County GA
Worker Type Employee
Hire Date 1/1/20

Assignment: 21040 - Accounting Technician, Senior @
Action Assignment Change

Action Reason Status Change

Assignment Details

Assignment Number ‘ E100081

*Person Type ‘ Employee

*Business Unit ‘ DC Business Unit

Country

Effective Start Date
Effective End Date

Active - No Payroll
Active - Payroll Eligible
DG Suspended

Leave of Absence (Unpaid)

Leave of Absence (Paid)

Leave of Absence (Unpaid)

Retired Pension Administration (Paid)

Retiree

Short Term Break (Unpaid)
Short Term Break (Unpaid)
Suspended - No Payroll

Suspended - Payroll Eligible

*Assignment Status ‘A(tive - Payroll Elig

Primary

Yes

Projected End Date ‘ m/dfyy

ro‘

Select Leave of
Absence (Paid) from
the drop-down list
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Edit Employment: Assignment Change

Work Relationship @

Legal Employer DeKalb County GA
Worker Type Employee

Hire Date 1/1/20 P—

‘ ‘ Submit

Country United States

Select the Review button

Edit Employment: Review

Work Relationship @

Legal Employer Dealb County GA

Worker Type Employee
Hire Date 1/1/20

4 Action

Action Assignment Change

Action Reason Status Change

4 pssignment Details

Printable Page ‘ | Back ‘ | ‘ Save Submit

Effective Start Date 12/7/21 ( 10of1 )
Effective End Date

4 Assignment: 21040 - Accounting Technician, Senior

Aftribute Current Value

Assignment Status Active - Payroll Eligible

Proposed Value
Leave of Absence (Paid) | OO L o e e e e e e e e e

Country United States

be committed to the database
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 The submission will go through an approval process. Once
it has been reviewed and approved by all approvers, it will

Review the Current and
Proposed Values of the
Assignment Status change. If
everything looks right, select the
Submit button
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Person Number

NA

Edit Employment: Review

Wark Relationship @

Legal Employer DeKalb County GA
Worker Type Employee

Country United States

Once the Coordinator has
completed submission,
he/she can select the Close
button
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"If you are not taken directly back to

' the Person Search page after selecting
' the Close button, a Warning Message
may appear. If it does, select the Yes
button to return to the Person Search
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