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Administrative Post

Concept

Description:

Use Administrative Post to track UMS Faculty Infation for the following:
- Cooperating Unit

- Graduate Faculty Membership

- Chairperson

NOTE: The information entered on this panel is informiadl only and can be used for reporting
purposes. This page was used to store the empddyee(j Title in the 100 character 'Description’
field, but with the implementation of Position Maeanent, the data in that field was converted to
the Position Data Table. However, there are ingsmdhere an employee may have multiple
tittes (Chair of.. and Professor of...) that carstzeed in the 254 character '‘Comments' section on
the Administrative Posts panel.
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Navigation:

Q-0 HRd LKk

# MaineStreet

Search:

Home

® |/ Track Events

[ Wy Fawarites
Idertifies employee evert information such as educalion, memberships, publications, etc

[ Self Serice

[ Manager Self Service =] Activities = Administrative Posts 4 Education

(> University of Maine System = Idertity an empioyes's resesrch sctivities = lelertity administrative post information. = Ielertify education Information and professional training
(> Workforce Administration information.

(> Benefits

> Time and Labor

[ Payroll for Marth America E’ Honors and Awards =l icenses and Certifications E Memberships

[ wiorkforce Developmant
(> Competency Managament

Identity honors and awards received by the individus] dertify icenses and cerifications held by the individusl Idertify &n individusls types of memberships

= Faculty Events
[ Galculate Tenure E’ Presentations E’ Publications === Significant Special Projects
[> Tenure Reports Idertity information about presentations given by the faculty ety information about the faculty member's publisherd Iertify special projects for which the individusl is responsiole
member works.

— Education = Student Advisement
— Honors and Awards Identity informetion about advisement activities
— Licenses and
Certifications
— Memberships
— Presentations
— Bublications
— Slgnificant Special
Projects
— Student Adviserment
— Teaching
Responsibiliies
— Review Commitiee
Mermbershin
[+ Define Faculty Events
Data
- Organizational Developrment
(- Workforce Monitoring
[ SetUp HRMS
[ Setlp SACR
[ Enterprize Components
[ Reporting Tools
[ PeopleTools
|- Beturn to Portal
|- Mty Personalizations
|- Ity Dictionary

A Teaching Responsibilities E Review Committee Membershij
Recard and track faculty teaching responsiilties ‘View committes membership for an employee

&) Done B @ Trusted sites

Action

: Click theWorkforce Development link.
Click theFaculty Events link.

Click theTrack Eventslink.

Click theAdministrative Posts link.

%)
8
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Procedure:

Q B

' MaineStreet

I .

Search: Wew viindow | Hel | 5}
(> My Favorites ative Posts
[ Self Semvice Enter any information you have and click Search. Leave fields blank for a list of all values.

- Manager Self Service

- University of Maing System Find an Existing Value

[ Workforce Administration

[ Benefits _ 2 .
> Time and Lakor EmpliD: | beging with v |;|
[ Payroll for North America % I
Name: hedins with

[ Workforce Development | &l |
(- Competency Management Last Name: [ begins with v ||

= Faculty Evenis 5
s Second Name: | begins with v ||
[> Tenure Reparts Alternate Character Name:l beging with + |
T iee Middle Name: [oeging witn |

— Ad [Jcase sensitive

i
— Education

05t
— Honars and Awards
e T Search Clear | Basic Search (B Save Search Criteria

Certifications

— Memberships

— Bresentalions

— Bublications

— Sionificant Special
Projects

— Student Advisernent

— Teaching
Respaonsibilities

— Review Commitiee
Membership

> Define Faculty Events
Data

(- Organizational Development
[ Workforee Monitaring

- SetLp HRMS

- SetLlp SACR

[ Enterprise Components

[ Reporting Tools

[ PeopleTools

|- Return to Portal

|- My Personalizations

|- My Dictionary

€] Done S @ Trusted sites

Step Action

5. To Search for an existing employee record, enteplEBnName or Last Name. Drop-
down menus can be used to select 'begins witmtdotws', etc. to assist in locating an
employee. The more information that is entered ndgmeower the search and the
shorter the search results list for review.

0. Click the Sear ch button.

If multiple employee records are listed, click de appropriate employee record to
continue.

Last changed on: 11/7/2008 4:31 PM Page 3



Process Document )
HRMS: Administrative Post MaineStreet

Q- O HRAGL,L,KkEe & @ -JK B

‘# MaineStreet

B

Administrative Posts

Harry Potter
TenureHome Dept:  OFSN

13 0099999

UM Food Sci & Human Nutrition

Tenure Status:  Tenure

Academic Rank: Professor
Administrative Posts | First Bl 2 of At
*Administrative Post; | Q =
Post Type:
Description:
‘From Date: & End Date: £
Revision Date: B Reason: |
SetiD: Jumsvs @ Department: Q
Organization: ‘
C

& Save ‘ LuReturnto Search | [=] Notify

Mew Window | Help | Customize Page |

€] Done

5 @ Trusted sites

Step

Action

7. Click thePlus (+) key to add a new row.

If this is the first row for this employee, addanfation in row shown. Not necessary
to add another row.

8. Click theL ook up Administrative Post button.

Page 4 Last changed on: 11/7/2008 4:31 PM



) Process Document
MaineStreet HRMS: Administrative Post

C- O RGPkt m-Ldd

# MaineStreet

B

Ilew Window | Help |

Look Up Administrative Post

Administrative Post:| begins with + ||

LookUp | clear | cancel | Basie Lookup

Search Results
iz Al

Chair
Coop Facully

Chairperson
Cooperating Faculty Acad Resp

Grad Faculty Graduate Facully AdvisorAcad Resp
Long Title Long Title Description  |Title

Rsrch Faculty

Research Faculty Acad Resp

5 @ Trusted sites

Step  Action
9. Select the appropriate value in thdministrative Post column list.
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Q- O HRG LKk S = -JE B
# MaineStreet

B
e Window | Help | Customize Page | &)
Administrative Pasts
Harry Potter 1D: 0099939
TenureHome Dept:  OFSM UM Food Sci & Human Nutrition
Academic Rank: Professaor Tenure Status:  Tenure

‘Administrative Posts

First o
*Administrative Post; |Grad Faculty S Graduate Facully Advisor =
Post Type: Academic Regponsibility

i Type: | ReAppointed v
Description: \Cha\r and Prafof Food Service; Coap Praf of Entormology & Caop Prof ofthe Lok

*From Date: 010112008 [ End Date: |0Bi30i2010 [
Revision Date: 01/01/2008 ) Reasom: |
SetiD: umsYs & Department: Q

Organization: ‘
C

Chair and Professor of Food Service ~
Coop Professor of Entomnology & Coop Professor of the Lobster Institute ~

& Save ‘ L\ Return to Search ‘ Notify

€] 5 @ Trusted sites

Step  Action
10.  Click theDrop-down arrow to select from théppointment Type list.
11. Select the appropriate list item.
12.  Enter the desired information into tBescription field.
13. Enter the Start Date into tir@om Date field.
14. Enter the End Date into tliend Date field.

15. Revision Date field is an optional field that can be used toestihe entry date of the
data.

16. Enter the Long Title into th€omments field.
17.  Click the Save button.
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