Update Employee Job for Approval - a thread
Manager/Supervisor

This guide provides a step by step process for updating employee job information in
isolved. This process will allow you enter a job update, and any additional details
related to that change. Once completed, it will send this to the admin for approval.
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2 If you're logged in as your Employee View, Click on your name in the top left and

change to Manager or Supervisor View.

You may not have both of these options and both can have different access to
screen and employees. Be sure you're navigating to the one that has this access
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3 You will Start on My Dashboard, Go down to "Update Information"
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4  Click "Job Updates"
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5 Choose the employee you would like to update
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i RyanRey...~ Client: CYN22 - CynTech
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Legal Name T Pay Group Employee ID First Name Preferred Name Middle Name Last Name Status Y Team
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Q Q Q Q Q Q Q Q Q
I g Employee Self-Service
Cynkar Technologies  Bi-Weekly 0006, Christopher Bailey Active
Employee Weicome
My Dashboard Cynkar Technologies  Bi-Weekly 0025 Benjamin Ben Button IV Active
S Hinon Cynkar Technologies  Bi-Weekly 520 Clooney Active
W2/ACA/1099 Forms
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Cort¥icefions Lot Cynkar Technologies eKly 0018 John Jack
Company Assets Updates
Edwration Upetes Cynkar Technologies  Bi-Weekly 38 Michae Jackson Active
Prior Employment Updates Cynkar Technologies  Bi-Weekly 0026 Nathan Jonnson Active
EE Benefits >
Cynkar Technologies ~ Bi-Weekly 2363 Bridget Kelly Active

Time >



6 Click "Add New" if you are needing to enter a new record for the employee. If you
need to change an existing record because it's incorrect, you can click the Pencil
on the right side to edit.
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From this screen, you will be able to enter all job information.

Click "Job" and choose the job title
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Defauit Classification:
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Wage Limit Frequency

Other Opticns
S0C Code Search:
Compensation Policy:

Override Policy Group

Notes

(] Workers' Comp Exempt



8 Choose the "Effective Date"
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If you did need to update any Organization Fields such as the Location, you can do
this down here. This section may not apply.
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10 Atthe bottom you can add notes
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Then Click "Save"
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If you would like to see that this was submitted for approval:
12 . n Q n
Click "Employee Admin Tools
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13  Click "Employee Administration"
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14  Click "Pending Workflow"
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15 Within here you can view any pending employee changes to make sure it's been
sent for approval.
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16  This completes updating a Job in isolved for approval.



