
Manager Self Service -

Promote

powered by 



Click 'My Team.'
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Click 'My Team.'
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In this field, click '...' for the

employee you want to manage, then

select 'Promote.'

NOTE: You can also access the

Promote option from the Quick

Actions area of the main screen.

3/17



Select any information you need to

manage in this promotion by

checking its box.

For example, if you need to change

the salary, check the 'Salary' box. If

that is not necessary, leave it be.

Once you have made your selection(s), if

any, click 'Continue' and proceed to the

next step.
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Fill out these fields.

NOTE:

The 'What's the way to

promote?' field will auto-

populate after loading for a few

seconds.

'Position' should be updated to

the position the employee is

being promoted to.
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Click 'Continue.'
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This screen is for review purposes

only. While you should ensure the

information is correct, there should

be no need to take any action.

NOTE: The Position is the role the employee

is moving to and the Assignment is the role

they are moving from.
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Click 'Continue.'
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If you need to update the business

title, now is the time to do so.

'Business Title' is not auto-populated;

it's a title your manager can give

you.

Do not make any changes to the

'People Group' field (pictured in the

following step).
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You have completed the required

fields. If you have no further

information to add, you can click

'Submit.'

If you enabled additional information

to manage, click 'Continue' to finish

entering details.
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On this screen, while the line

manager will automatically be

selected, it can be changed if

needed. Do not make any changes to

the HCM Dept Manager.

Once the promotion is complete in the

system, the manager's information will auto-

update.
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Click 'Continue.'
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On this screen, you can modify any

field depending on if you know the

specific new rate of pay or if pay will

be increasing by a certain

percentage.
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Click 'Continue.'
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There is no need to make changes to

this screen. Click 'Continue' to

proceed.
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Add any comments or attachments

you'd like in the fields provided.

NOTE: You must click 'Save

Comment' to save your comments.
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Click 'Submit' to send this

promotion for approval.
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Congratulations! You have successfully managed an employee's

promotion.
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