Manage Workforce Structure: Manage /C\V)

Position
Validate a Position

CloudVergent 3460

This is an overview of the steps to validate a Position in CV360.

Select the My Client
Groups tab from the
CV360 home Page

Select the Workforce
Structures tile from the
Apps Area

Positions section and
select the Manage
Positions link

Select the Advanced
button to begin a search
for existing positions

e Scroll down to the

What do you want to do or manage?

Positions a

@ Manage Position Trees

e ved Search |Active Positions

** At least one is required

** Incumbent

Effective As-of Date | m/d/yy

** Parent Position

Search H@‘ Save.. \
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Validate a Position

This is an overview of the steps to validate a Position in CV360.

* Name Does not contain

BY code | Starts with 6

status [Equals Vi Active

** Business Unit | Equals

In the Name field, select - -

Does Not Contain from the el
drop-down list

4 Search Results
View v Formatv 4 Create # Edit v X Delete | 5% Export
Name Code Parent Position Position Hierarchy Busil

00001 - Grounds Maintenanc... 00001 & DC By

00005 - Office Assistant 100005 & DC By

Keyin an Xin the Name field | ===

** Incumbent | Equals

Job | Equals

Location | Equals

Effective As-of Date | Equals v || m/d/fy (g

‘®
** Parent Position | Equals -
a MReset;‘Savem]‘ Add Fields ¥ | Reorder
>

Select the Search Button Susines unt sous Podio g

DC Business Unit 5 Active No 06116 - PARKS - DISTRICT | S+~ 61250 - /=

DC Business Unit 7 Active No 01525 - HUMAN RESOURCES --- 99005 -

Select the desired Position
Name from the returned -
Sea rch R@SU|tS pﬁmatv 4 Create # Edit v 3 Delete |7 Export

Code Parent Position

0001 - Grounds Maintenanc... 00001

00005 - Office Assistant 00005
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Validate a Position

CloudVergent 3460

This is an overview of the steps to validate a Position in CV360.

Business Unit DC Business Unit

Select the View History o e
button

View History provides a 9
historical perspective of all the Edit'h
changes and updates that Y

have occurred to the position
since its creation to its current

Position History: 00001 - Grounds Maintenance Worker

state E e
Select the Done button to - ——
close the position history e

pop-up box

Validate that the Position
information is correct and
that the Hiring Status is set
to Approved. This allows this
position to be selected for

use

Select the Done Button
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Position
Create a Position

CloudVergent 3460

This is an overview of the steps to create a Position in CV360.

Select the My Client
Groups tab from the
CV360 home page

Select the Workforce
Structures tile from the
Apps Area

Positions section and
select the Manage
Positions link

Select the Advanced
button to begin a search
for existing positions

e Scroll down to the

What do you want to do or manage?

Positions a

@ Manage Position Trees

e ved Search |Active Positions

** At least one is required

** Incumbent

Effective As-of Date | m/d/yy

** Parent Position

Search H@‘ Save.. \
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This is an overview of the steps to create a Position in CV360.

In the Name field, select
Does Not Contain from the
drop-down list

4 Search Results
View v Formatv 4 Create # Edit v 3 Delete 5% Export
Name Parent Position

00001 - Grounds Maintenanc...

00005 - Office Assistant

Key in an Xin the Name field

Location | Equals

Effective As-of Date | Equals m/dfyy lig

o

Parent Position | Equals

d
e M@ Save..| Add Fields ¥ || Reorder
B >

Select the Search Button S : v b

06116 - PARKS - DISTRICT I S-.. 61250 - 1

01525 - HUMAN RESOURCES --- 99005 -

Select the desired Position

Name from the returned 4 Search Results @
8
Search Results - Fm, I

Name
The position code Is
automatically generated.
Since the Position Name
includes the code, it will
be necessary to complete
the name once the code is
generated. The code will
be available in the
Position Details section

No search conducted.




Manage Workforce Structure: Manage @
)

Position
Create a Position

CloudVergent 3460

This is an overview of the steps to create a Position in CV360.

= m DeKalb County

Set the Effective Start Date
field to 1/1/1901

Create Position: Basic Details

4 Basic Details @

o“Eﬁe(tive Start Date | 1/1/01
Parent Position

*Business Unit | DC Business Unit

in their respective fields

Select the Next button

| nse rt th €d p pro pr I ate Create Position: Position Details
Department in the —

Department field i

4Position Description

Insert the appropriate
Business Unit, and the
appropriate Position Name
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Create a Position

This is an overview of the steps to create a Position in CV360.

Create Position: Position Details

Select the appropriate Job e

Business Unit DC Business Unit

from the drop-down list o

4 Position Description

5 ve Assignment Categon)
*Department | 01510 - HUMAN RESOURCES & MERIT SYSTEM Full Time or Part Timd
@ *0b | | Regular or Temporany

Effective Start Date 1/1/01

Parent Positiol

4 Position Description

*Status | Active Assignment Categony
*Department | 01510 - HUMAN RESOURCES & MERIT SYSTEM

Full Time or Part Timg

Regular or Temporany

*Job

@ Locatioy
Search

Managd

Merit Status

Select the Advanced button

15

** At least one is required

Search | Reset

Select Contains from the
Name drop-down list

Search and Select: Job

0 Select the Search link Create Position: Position Details

4 Search

i*‘ Name | Contains

¥ Code Starts with
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Create a Position

This is an overview of the steps to create a Position in CV360.

Key in the desired Naming
Criteria in the Name field

Select the desired Job Name
from the results list

Select the OK button

e Select the Search button

Search and Select: Job

4 Search

o

CloudVergent 3460

* Name |Contains

*# Code |Starts with

Search and Select: Job

4 Search

** Name |Contains

® Code Starts with

Name

1010 - Human Resources Specialist
1015 - Human Resources Specialist Sr.
1020 - Human Resources Generalist Il
1025 - Human Resources Supenvisor
1030 - Human Resources Generalist Il
1033 - Human Resources Generalist IV
1034 - Human Resource Generalist Lead

1035 - Human Resources Generalist |

1150 - Human Resource§ Manager




Manage Workforce Structure: Manage @
)

Position
Create a Position

CloudVergent 3460

This is an overview of the steps to create a Position in CV360.

Highlight the Position Code,
and then press Ctrl + C to )
CcO py the COde Parent Position

Select the Back button

Subrmit ‘ ‘ Cancel ‘

@ Code JE0ER

Parent Position

Press Ctrl + V to paste the
code into the beginning of
Name field

Before the user can copy and
paste the Position code back
to the Position Name, the bt Sl i
required fields, Department
and Job, need to be entered

Select the Next button

*Name | 999038 - Human Resources Manager

Code 999038
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Create a Position

CloudVergent 3460

This is an overview of the steps to create a Position in CV360.

Select Full Time Regular
from the assignment
category drop-down list

Validate that the Full Time
or Part Time field and the
Regular or Temporary fields
reflect the same values that
are in the Assignment
Category . If they do not,
select the correct Value
from the drop-down list in
the appropriate field

Select the appropriate Merit
Status, and the appropriate
Salary Admin Plan from
their respective drop-down
lists

After the Position Name has been
corrected with the Code, complete
the remaining necessary fields on
the Position Details page

Select Approved from the
Hiring Status drop-down list

Parent Position

Assignment Categoa Full-time regular I

Full Time or Part Time | Full time

Regular or Temporary ' Regular

Attachments None <

Code 999038

Parent Position

Assignment Category | Full-time regular
Full Time or Part Timd} Full time
Regular or Temporanfl Regular

Attachments None <

4 Position Description

*Status |Active

*Department | 01510 - HUMAN RESOURCES & MERIT SYSTEM

*Job | 1150 - Human Resources Manager

-
Location | MALOOF - Administration Bldg

Manager

Merit Status | Y

Salary Admin Plan | DK2

4 Hiring Information
Type SLWQ{P incumbent
FTE | 1

Head Count

Security Clearance
Probation Period 6 || Month
Union
4 Budget Details

Budget Amount Currency

Budgeted Position | Yes
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Create a Position

This is an overview of the steps to create a Position in CV360.

Bargaining Unit

Collective Agreement

Requisition Template | Position Template

Select Position Template C——

Overlap Allowed ® No

from the Requisition et
Template drop-down list

Cost Center

Funded from Existing Positions | No

Key in the appropriate e

Overlap Allowed ® No

Cost Center

42 . 5 ’ or 5 3) Funded from Existing Positions | No

Working Hours | \yeckly
Frequency

End Time

Delegate Position

Overlap Allowed ® No

Select Weekly from the e
Frequency drop-down list

Cost Center

Funded from Existing Positions No

Standard Working Hours y | Weekly

forking Hours |\yeekiy

Working Hours

Validate the information on
the Review page is accurate

Working Hours needed for e
the position in the Standard
Working Hours field (e.g., 40,

4 Pasition Description
Seatus Act
Department (1510 - HUMAN RES
Job 1150 st Rescurces Manges
Location MALOOF - Ad di
Manager

Assignmert Categosy Full-tene r0g.

4 Hiring Information
Hiting Stalus Approve
T Sightincumbor
E

Heod Count 1
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Create a Position

CloudVergent 3460

This is an overview of the steps to create a Position in CV360.

N m DeKalb County

Select the Submit button

You will receive a warning

; message followed by a
confirmation of successful

submission
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