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How to Perform a Promotion in My HR Services - Cadre Employees

nsqo, the promotions process is owned and initiated by the Leader/Manager who observes a business need or a customer challenge that can be
:d by an employee. Here is a step by step user guide on how to record a promotion in the System - "My HR Services."

note:

* For promotion processes for non-Cadre and from non-Cadre to Cadre employees, please speak to your Site HR;
» Strategic Business Partners (SBPs) are responsible for initiating the promotion and pay rate change actions in the tool for Executive (S23+) roles.

IMARY OF THE PROCESS

.. Before you request a promotion in the system, make sure you have reviewed and completed the “Manager checklist”

'. Find the employee you want to promote or change salary in My HR Services (type their name in the Search bar or in the Org Chart - for
promotion processes for non-Cadre and from non-Cadre to Cadre employees, needs to be performed by the Site HR).

. Open employee Profile and click “Actions” on top right corner.

. Select option “Change Job and Compensation Information”.

. Select type of the change (Job information (Position) or Compensation or Both).

i. Select the Change date (first date of the month in the future).

. Adjust position (if applicable); adjust S grade and Pay grade; adjust Bonus plan; record proposed salary after the change / promotion.

. Click “Save”.

. In the “Comments” box record justification for the change and how it adds value to the organization or any other information that might
be important for the Approvers to know before they make a decision.

. Click “Confirm” - notification will be sent to the Approvers according the Business rules as explained in the promotions guidelines document.

.. You can review the status of your request in “View my pending requests” (use Search bar on top right corner to find it).

'. You will receive an email notification once your request has been approved or rejected.

approved - you can generate the Promotion statement and communicate the change to employee. Click here to find out how to do that!

ark for Expatriate employees on assignment

omotion should be initiated in the host profile of the assignee, following the steps mentioned above. In the comments section, there should be an
ion of the Annual Base Salary in the home country's currency. The approval workflow will go to the Global Mobility team and they will request a new
yackage calculation from the tax provider. When the package is available, the promotion is approved in My HR Services. The remuneration package
shared with the assignee.

Xpatriate employee does not have a host profile, please follow the standard promotion process and inform the Global Mobility team of this change (gl
obility.syensqo@solvay.com).

P-BY-STEP INSTRUCTIONS TO PERFORM A PROMOTION IN MY HR SERVICES

are new to Syensqgo's Wiki space, you may need to link your Google Drive in order to see embedded documents.

the instructions here.


https://docs.google.com/presentation/d/1oUG9nLBnvjgXI0_ET2lshNB6A50DV5y_nEKDZEORPtM/edit?usp=drive_link
https://performancemanager.successfactors.eu/login?company=solvaysa
https://docs.google.com/presentation/d/1oUG9nLBnvjgXI0_ET2lshNB6A50DV5y_nEKDZEORPtM/edit?usp=drive_link
https://wiki.syensqo.com/display/HWS/Compensation+Statements+for+Promotions+and+Pay+Rate+Changes
mailto:globalmobility.syensqo@solvay.com
mailto:globalmobility.syensqo@solvay.com
https://wiki.syensqo.com/display/ISAPPSUP/Unable+to+access+Google+Drive
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https://wiki.syensqo.com/pages/viewpage.action?pageId=833490520
https://wiki.syensqo.com/display/HWS/How+to+Perform+a+Pay+Rate+Change+or+Off-cycle+Salary+Increase+in+My+HR+Services
https://wiki.syensqo.com/display/HWS/Compensation+Statements+for+Promotions+and+Pay+Rate+Changes
https://wiki.syensqo.com/pages/viewpage.action?pageId=833490524
https://wiki.syensqo.com/display/HWS/Variable+Compensation
https://wiki.syensqo.com/display/HWS/Employee+Mobility
https://docs.google.com/presentation/d/1oUG9nLBnvjgXI0_ET2lshNB6A50DV5y_nEKDZEORPtM/edit?usp=drive_link
https://docs.google.com/presentation/d/1uwANLC0e4yD26ko0aH5uX-FnXZXeS9bX/edit?usp=drive_link&ouid=103501649547079942901&rtpof=true&sd=true
https://docs.google.com/presentation/d/1IgbNf7DFtfict_hLlf6vZcqgX5LX6TNnRr9pAg7zmlQ/edit?usp=drive_link
https://docs.google.com/presentation/d/1J4vB4gZNou79nY9CqKVtfA3pTEV6zK_RLl-XEt7P4v8/edit?usp=drive_link
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