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Creating POI for former EMP
Trigger:

Concept
Create a POI record for a former employee.

Please refer tdhttp://www.maine.edu/pdf/UsingUPK.pdf
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Procedure

Personalize Content | Lavout
Menu =

[Search:
|®

[ Wiy Favarites

[ Self Serice

[ Manager Self Service

> University of Maine System
[ Waorkforee Administration
> Benefits

[> Compensation

(> Time and Labor

(- Payroll for Morth America
> Payroll Interface

& yipriforce Developmeant
[> Organizational Development
> Enterprise Leatning

> Wiprkforee Monitoring

[ SetLp HRMS

[ SetUp SACR

[ Enterprise Components
[ Worklist

> Tree Manager

[> Reporting Tools

[ PeopleTools

[> Packaging

- Return fo Portal

- Wy Personalizations

[~ Wiy System Profile

-0 KR,k u-LUAD

8 MaineStreet

- My Dictionary
by
lW‘"ﬁaoplesmt
&) bone S @ Trusted sites

Step Action

1. Click theWorkforce Administration link.

[i= warkforce Administration]

2. Click thePersonal I nformation link.

[z Persanal Informatian|

3. Click theOrganizational Relationships link.

[» Organizational
Relationships
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Searc

[ Wy Fawarites

[ Self Senvice

[ Manager Self Service

(- University of Maine System
[ Workforce Administration
« Personal Infarmation

> Bingraphical

Add a POl
Relafionship
— Maintain a Person's
POl Relin
— Person Checklist
— Manage Hires
> Perzonal Relationships
[ Citizenship
[ Disahility
— Add g Person
— Modify a Person
— Person Organizational
Summary
— Bearch for Feople
> Joh Information
> Global Assignments
[> Labor Administration
[> Workforce Repons
(> Benefits
(> Time and Labor
(> Payrall for Noth America
- wWorkforce Development
- Organizational Developrment
(- Workforce Monitoring
[ SetUp HRMS
[ Setlp SACR
[ Enterprize Components
[ Reporting Tools
[ PeopleTools
|- Beturn to Portal
|- Mty Personalizations
|- Ity Dictionary

ﬁf Personal Infermation

Maintin information about & person regardess of Jobs

Add a Person

E" Search for People
Search for peaple in the database using flexible Searchivatch

criteris

Ll‘/‘,[ Personal Relationships
" Create or modify the relationships that & person has
Dependent information

metcency Corlact

mergency Cortacts Report

Modify a Person
Moty & person's basic information, SUCh 35 Name and cortact

infarmation

m Biographical
| Maintain biographic intormation far & person incluing names,

adresses, drivers licenses, bank accourts, ste
Wodlify & Person

Search by National ID
Driver's License Data

fiMore

LK// Citizenship
" Ciizenship, ‘isa, Fermits information for & Person

Idertification Data

Employee Presence Test LISA
CiizenshipiCourtry/visa Audi
Passport/viss Expiration Audt

)

o

Person Organizational Summa
View & sumimary of allthe organizations| relationistips for &
person

Organizational Relationships
Creste or modity the organizational relationships that 5 Person
can isve.

Aeid & POl Relationshin

Maintain  Ferson's PO| Refin

Person Checkist

Manage Hies

Disability

Indlicate if & worker is disabled and o recard detals of the
disabiity

= Disabilties

5 Interet

Action

Click theAdd a POI Relationship link.
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Q-0 NG LHke & =m-JFd B

' MaineStreet
[Menu 8]

search: Iew window | Help |
> My Favorites Add new POITYPE
[ Self Senice

- Manager Self Service Add a New Value
[ University of Maine System
[~ Workforce Administration

< Personal Information EmpliD: Q

> Biographical Person of Interest Type: Q
= Qrganizational
|ations

Home Sign out

At

— M on's
POl Reltn
s0n Chechlist
— Manage Hires
[ Personal Relationships
> Citizenship
> Digability
— Add 3 Persan
— MWodify a Person
— Berson Organizational
Summary
— Search for People
[ Job Infarmation
[» Glubal Azsignments
> Labor Administration
[ Workforce Reports
(- Benefits
(> Time and Labor
- Payroll for Narth America
> wiorkforce Developrmant
(> Organizational Development
> WiDrkfarce Monitoring
- Set Up HRMS
[ SetUp SACR
- Enterprise Components
- Reporting Tools
- PeopleTools
|- Beturn to Portal
|- Mty Personalizations
|- Ity Dictionary

&) Done EE e

Step Action
5. Enter the desired information into tBenplI D field.
6. Click look-up or enterlD001' Person of Interest Type field.

7. Click theAdd button.
Add
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‘A MaineStreet

B
NewWindow | Help | Customize Page |
Edit POl Relationship
Fatricia Retiree Person ID: 0018901
Person of Interest Type: Man Payroll Persons
vl First (] 1or o [M] Last
POl instance:| ! *POl Category: 10005 2 yoiunteer EE
Business Unit: M508 L niversity of Maine System Begin Date: V222010 5 Eng pate: (19/30/2010
Department: |30HR S ofice of Human Resources Last Update: (9i22/10 10:57:324M

Location: |S00700 S University System Offce e 0012790
Reports To: 00011613 & pyrartar of Emploves Benents 0099998 Ben Director

Description (Used by phone directony)
Volunteer ‘

Comment:
Volunteer ‘

B seve ‘ L\ Returnto Search | [Z] Notity | ¢4 Refresh

&) Dore

8 @ Trusted sites

Step Action
8. Enter the desired information into tR®I instance field.

9. Click theL ook up POI Category button.
&l
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MaineStreet

Q-0 RNEd ke 28 @-LJF 2

Home

bew viindow | Helo | 5}

Look Up POI Category

POI Category: | beging with ||

Look Up Clear cancel | pasic Lookup

Search Results

PO Category,

looog Emeritus meritus Faculty
10002 Wisit Fac Visiting Faculty
10003 Ere-Hire Ere-Hire

|10004 Consultant Consultant

{10005 WYolunteer Volunteer

|10006 Alumni Alumni

10007 Retiree Reetiras

10008 Approver Off Campus Approver
10009 Cantractor Caontractor

10010 Intern Intern

10011 Superizor Mon-Employee Supervisor
10012 Gov, Agent Government Agency
10013 Health Ctr Health Center
10014 AsstCoach Assistant Coach
10015 Recruiter Admission Recruiter
10016 Grad. Adv. Graduate Advisor
10017 Military Mlilitary Instructor
10018 Hire Fac. Pre-Hire Faculty
10019 MonSal Fae Mon-Salaried Faculty

€] B @ Trusted sites

Step Action
10. Click an entry in th®escription column.
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-0 KRB LHre RS m-LHS
B
NewWindow | Help | Customize Page |
Patricia Retiree Person ID: 0018901
Person of Interest Type: Man Payroll Persons
Find | view Al First [4] 1 ot 4 [F] Laet
*POl instance: ﬁ *POI Category: ’W Q Retirae =
Business Unit:| % Begin Date: | [ Endpate:|
Department: QU Last Update:
Location: Q by: 0012790
Reports To: Q
i)escrimiun (Used by phone directony) ‘
Comment: ‘
ESEVE‘ L\ Returnto Search | [Z] Notity | ¢4 Refresh
&) Done B @ Trusted sites
Step Action
11. Click theL ook up Business Unit button.
12. Click an entry in thé®escription column.
[University of Maine at Augusta]
13. Click theL ook up Department button.
14, Click an entry in th®escription column.
15. Click theL ook up Location button.
16. Click an entry in th®escription column.
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A

MaineStreet

Step Action

17. Enter the desired information into tBescription (Used by phone directory)

field.

18. Enter the desired information into tBemment field.

Edit POl Relationship

NewWindow | Help | Customize Page |

Patricia Retiree Person ID:

Person of Interest Type: Man Payroll Persons

Department: [A4CAF R aeademic Afairs
Location; 400100 Q Augusta Campus
Reports To: aQ

Description (Used by phone directony)

*POlinstance:| 1 POl Category: 10007 2

Business Unit: ' IMSTT CU | nivercity of Maine at Augusts Begin Date: [ End Date:

0018901

Fin [ view a1 First [ 1 ot 1 [} Last
=

Retiree

Last Update:
s 0012790

Retiree

Comment:

Retireg|

B seve ‘ L\ Returnto Search | [Z] Notity | ¢4 Refresh

&) Dore

8 @ Trusted sites

Step Action

19. Click theSave button.

20. End of Procedure.
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