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HR Action - Submitting a Job Change
1. Click the Main Menu link
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2. Click the Team tab
3. Expand the HR section, and then click HR Actions
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4. Click the Start link fo the right of the Job Change action
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a. The HR Action Job Information page displays
5. Complete all of the required fields, and then click SAVE

Employes Tast Employesl (Cantria Haaltheans LLC)

Effectiva From *

12032018 o

[ MR Job Information ] HR Job Information

Position Assignment
Defanilt Job ®

Wesk bnfa Accounting
Managen(s)

crploves Typa®
Profiles E b et i L

Full Time
L ihse "+" b0 add a new row with the
effective date of the pay change if
applicable

Reason Code *

B Prafmation

SAVE CONTINUE

Default Warkers Comp Code *

BT42MI &

Click the Position Assignment page title
Complete all of the required fields, and then click SAVE

Effective From *

12/03/2018 =)

HR Job Information Position Assignment

Pesiticn Assignmaent ] -
Position Change

Work Infa
Page 1 of 1
Manages{s)

Prafiles

Use the "+" to add a new row with the
affective date of the pay changs if
applicable Mew Position Hame: *

Accounting Admanistrator

Praviaw Page

SAVE CONTINUE

2. Downdoad POF
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8. Click the Work Info page title
9. Complete all of the required fields, and then click SAVE

Job Change
Employes H Test Employesi (Contria Mealthears LLC)

Effective Fram *

12/03/H018 = SAVE CONTINUE
HR Job Information Work Info
Poaition Assigniment
Default Business Structure Defauh Tax Work Location
WWork Info ] Cantria/MC/ABA-ABASE/INT/ Adminy T = i Datrott -
Mansgee(s)
Profiles p——
SAVE CONTINUE
Use the "s" 1o sdd & new row with the

affective date of the pay change il
applicable

10. Click the Manager(s) page title
11. Complete all of the required fields, and then click SAVE

Job Change
Erngloyes Test Employee] (Centria Heahheare LLC)

Effective From *

2azma i

SANE CONTINUE

HR Job Infarmation Manager(s)

Pagitian Asasgnment
Reports To®

‘Work Info Gasy R Abarnathy =

Managen|s)

Profiles

SAVE CONTINUE
Use the “+" to add a new row with the

wffective date of the pay change if
applicable
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12. Click the Profiles page ftitle
13. Complete all of the required fields, and then click SAVE

Effective From *

12032018 ) SAVE CONTINUE

HR Jab Information Profiles

Position Assignment

Security Profile Pay Period Profile
Work Info Employes & Cantria Weeldy B&
Manager{s)

Benefits
Profiles
Usa tha "+" to add & new row with the E'v - Frofie . Effective Date * )
elfective date of the pay change il Y 1243171900 = i}
applicable : .

+ Add

SAVE CONTINUE

14.If the job change includes a change in base compensation, click the blue + Add link
a. The Add Base Compensation page opens
15. Complete all of the required fields, and then click SAVE

Add Base Compensation 3
AMOUM 3 P

200000 PP -
Hours P

00 Week -
PP i Yaar Aubepay Amoisl Eaming

i -
Autopsy Type Eflectros Fram *

Ao - 13372018 [m]

Reason Code *

Poaition Changs -

CAMCEL SAVE
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b. A confirmation message displays

Hooray!
Job Change is saved.

16. Click SUBMIT

Use the "+ 1o add & new row with the effective date of the pay change if applicable

Base Compensation

Currert Compensatian

Arvusal FH2000.00 2060 00hvs Py Pernd

7

Comgeniation Charges

300 92,000 00 $2% 00 ) Hour 2050 SThen/ Yeae

EAVE SwBMIT

a. Kronos prompts with a question
17. Click OK

Submit HR action request

You are about to submit HR Action request. Do you want to

continue?

a. The Job Change displays on the SUBMITTED tab and has been routed to HR
for review and approval

‘ AVAILABLE ‘ OPEN (5) SUBMITTED

All Statuses This Year = All Employees +

“ Job Change (1)

HRTest10 Train




