
Granville County
Personnel Action Entry

https://granvillecountync.tylerhub.com/
(use your Granville County PC login credentials)

https://granvillecountync.tylerhub.com/


Personnel Actions Entry

The website will 
bring you to the 
ERP Landing Page 
that will look 
similar to this one.



Personnel Actions Entry

> Human Capital Management
>Human Resources

>Personnel Actions
>Personnel Actions Entry*

*Click on the       to add “Personnel Actions Entry 
to your favorites)
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Personnel 
Actions Entry

1. Click Add on the ribbon.
2. Either enter the employee number in the Employee field 

or use the Field Help … button to choose the employee.
3. Enter the effective date for the action. 

Note—for salary-related actions, the effective date must 
be the first day of a pay period.  If retroactive salary 
adjustments are necessary, Human Resources will make 
the change.

4. Choose the appropriate Action Code from the dropdown 
list.

5. Choose the appropriate Reason Code from the dropdown 
list, if applicable.

6. Enter a Comment for the personnel action.

Click Accept



Personnel Actions Entry

7. Attach related documents such as 
resignation letters, 

        certificates, etc.
a. Click on the Attach (paperclip) button on 

the ribbon.
b. Click on either Import Attachment or Scan 

In Attachment on the ribbon.
c. Scan or attach a document. (I.E. 

resignation letter, certificates, etc.)

Click Save on the ribbon.
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Personnel Actions Entry
8. Click Release on the ribbon.  
Note—depending on the size of your screen, you may have to click the Menu 
button on the ribbon to expand your menu and reveal the Release button. 
Once released, the Personnel Action will be sent to your Department Head and 
Human Resources for final approval and processing.
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