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Contract Data

Concept

Contract Datain stored on the Contract Data panel in Position Data.
Contract types include:

- Soft Money A ppointment

- Fixed Length Appointment

- Soft Money/Fixed Length

- Continuing A ppointment

NOTE: End dates are for reporting purposes only and do not stop pay.
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Procedure

-0 KRB,k u-LUAD -2

Personalize Content | Lavout
Menu =

[Search:
|®

[ Wiy Favarites

[ Self Serice

[ Manager Self Service

> University of Maine System
[ Waorkforee Administration
> Benefits

(> Time and Labor

- Payroll for Morth America
[ Workforce Development

[> Organizational Development
[ ¥ypriforee Monitoring

[ Sat Up HRMS

> SetUp SACR

(> Entarprise Components
[ Reparting Tools

[ PeopleTools

[~ Return to Poral

[~ hly Personalizations

|~ My Dictionary
o
IM”Seoplesm
&) bone S @ Trusted sites

Step Action
1 Click the Organizational Development link.

[ Craganizational Development

2. Click the Position M anagement link.
[ Position Management]

3. Click the Maintain Positions/Budgets link.

[ Maintain
FositionsiBudgets
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Q-0 NR& L RS w-JE 3 -

# MaineStreet

Search:

Home

I ‘ ® ﬁf Maintain Positions/Budgets
- My Favorites

I Self Sevice Idertifies positions within organization, budgets for postions, and allows for creation of job reguisitions

- Manager Self Service E AddiUpdate Position Info Llndale Dept Budget Data
- University of Maine System Enter the description, wark [ocation, and cther infarmation ot 8 pastion. ldertify salaries and FTES for postions with an approved budget status.

(> Workforce Administration

> Benefits

> Time and Labor

> Payroll for North America

- Workforce Develnpmant
VOVQ_BNZEUEI’VE\ Development
= Position Management

ddiUpdate Position
Info.
= Update Dept Budget
[ Review Posifion/Budget
Info

I Position Reports
[ Create Qrganization
Structure
- Workforce Monitoring
(> et Up HRMS
- Set Up BACR
(> Enterprise Components
(> Repoting Tools
> PeopleTools
|- Return to Fortal
|- My Personalizations
|- My Dictionary

&) Done B @ Trusted sites

Step Action
4, Click the Add/Update Position Info link.
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= RE 0 <l» = T N r
Q-0 RNRAG ,P¥H e 25 &@-Jd B
A ViameStreet
Home
Search: Hew window | Help | [
G MyFavortes AddiUpdate Position Info
[ Self Senice Enter any information you have and click Search. Leave Tields blank for a list of all values
[ Manager Self Service
- University of Maine System Find an Existing Value
(> Workforce Administration
(> Benefits
> Time and Labor Position Number: hegins with v“
[ Payroll for North America Moy
K e Davelbprah Description: begins with |
[~ Grganizational Development Position Status: = v‘ ‘ w
= Position Management & oo
s Business Unit: begins with »
= Maintain c ‘ a
PosiionsiBudgets Department: begins with v | Q
Job Code: begins with || [}
— Update Dent Budget Reports To Position Humber: | begins with ~ |
plche T [Clinclude History  []Correct History [] Case Sensitive
> Review Position/Budget
Info
[+ Position Reports Search I Clear J Basic Search [El Save Search Criteria
[ Create Organization
Structure )
1 Workforce Monitoring Fing an Existing Valus | Add a Newalue
[ SetLip HRMS
- SetLlp SACR
[ Enterprise Components
[ Reporting Tools
[ PeopleTools
|- Return to Portal
|- My Personalizations
|- My Dictionary
&) Done B @ Trusted sites

Step Action
5. Enter the desired information into the Position Number field.

6. Click the Sear ch button.
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Home

Search: MewWindow | Help | Customize Page | B, #

- Wy Favarites MR
[ Self Service Position Information i First [ 4 geq [
[ Manager Self Service
[ University of Maine System
(> Workforce Administration
(- Benefits Headcount Status: Open Current Head Count: 0 out of 1
> Time and Labor
[ Payroll for North America
- wiprkforce Developrmant
[ Qrganizational Developmant
= Pogition Management

= Maintain *Position Status: IADDI’DVEU "I Status Date; |10/27/2004 [ [Key Position

PosiionsiBudgets

Pasition Number: 00013573

[paintizon7 i [ active v

Reason: IUPD QU psition Data Update Action Date: 08/15/2007

ob Information

|

“Business Unit: UMS05 @ University of Maine

— Update Dept Budget

beta. Job Code: [7806 Q. Research: Other (Bus,Engr,etc) Manager Level:  Al| Other Positions
> Review Position/Budget

Infa “Reg/Temp: Regular v FullPart Time: | PartTime v

> Pogition Reports

[» Create Organization *Regular Shift: i A v‘ Union Code: [UD? L UMPSA Represented Professional
Structure
1 Warkforce Monitoring Title: ‘#Associate Scientist, RE&P Short Title: Assoc Sci Detziled Position Description
[ SetLip HRMS
[ Set Up SACR Long Title: |assaciate Scientist of Resaurce Econamics and Policy
[ Enterprise Components .
- Reporting Taols work Location
[ PeopleTools
|- Return to Partal *Reg Region: USA QL United States
M

| W Dictiona i 050E Q. 5chool of Economics (NSFA) Company. LMS University of Maine System

Location: 000100 . ORONO CAMPUS

Reports To: 00018467 O Ghairperson of REEP Dot-Line: Q

Supervisor Lyt QQ

Salary Plan Information

Salary AdminPlan: | QU Grade: 04 A stem | Q@
Standard Hours: 14.00  Work Period:  [W QU weekly
Mon Tue Wed Thu Fri Sat Sun
2.80 280 280 280 280
e |
* E= ug Federal
I
< >

&) Done B @ Trusted sites

Step Action
7. Click the Plus (+) Key to add a new effective dated row.

8. Enter the effective date of the action into the Effective Date field.

9. Click the L ook up Reason button.
10. Click on the appropriate list item.

|Ugdate Contract Data|
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Q-0 RNE®G L¥ke

Sign out

MewWindow | Help | Customize Page | B, 4

Description [ | ind Incumbents

Position Information 2 O st
¥

Pasition Number: 00013573 El

Headcount Status: Open Current Head Count: 0 out of 1

*Effective Date: |12/01i2009 [5 “Status: Actve v

Reason: [CONR pate contract Data Action Date: 02/10/2008

‘Position Status: |Anproved v | Status Date; 1002772004 F [ key Position

Job Information

“Business Unit: UMS05 . University of Maine

Joh Code: 7906 [ Research: Other (Bus Engrelc) Manager Level:  All Other Positions

*Reg/Temp: Regular & “FullPart Time: FatTime v

“Regular Shift: WA b ‘ Union Code: EETZ 70\ UMPSA Represented Professional
Title: |Associate Scientist, REGP Short Title: |Assoc st

Detailed Position Description

Long Title: ‘ASSDC\Q(E Scientist of Resource Economics and Palicy
[Work Location
“Reg Region: USA QL United States

Department: 0S0E @ 5chool of Economics (NSFA) Company:  UMS University of Maine System
Location: 000100 Q. ORONO CAMPUS
Reports To: 00018467 O chair stipend Dot-Line: Q

Supervisor Lyt QQ

Salary Plan Information

Salary AdminPlan: | QU Grade: 04 A stem | Q@
Standard Hours: 1400 Work Period: W QU weekly
Mon Tue wed Thu Fri Sat Sun

» g |
» = ys Federal

3

< bd
&) Done B @ Trusted sites

Step Action
11. Click the Contract Data tab.
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MewWindow | Help | Customize Page | B,
Position Number: 00013573
Headcount Status: Open Current Head Count: 0 out of 1
Contract Data d
Effective Date: 020152009 Status: Active
Contract Begin Date Contract Status "J
Expected End Date 1E) ActualEndDate | £l
Contract Type B Maximum End Date [ Y
Contract Comment
B save | SiReturntoSearch | [Z] Nofity | &= Previous tab | SMexttab | E Add ] Include History
Description | Specific Information | Budget and Incumbents | Contract Data | ECCP | Other Incumbents
&) Done B @ Trusted sites
Step Action
12. Enter the start date of the contract in the Contract Begin Date field.
13. Click the drop-down arrow to select from the Contract Statuslist.
14. Click the appropriate list item.
15. Enter the anticipated end date of the contract in the Expected End Date field.

NOTE:Actual End Dateis entered when the contract ends.

16. Click the drop-down arrow to select from the Contract Typelist.
17. Select the appropriate list item.
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Step Action

18. Contract Comment field is an optional field that can be used to store additional
information about this contract.

19. Maximum End Date field may be used to store the maximum length of the
contract.

Q- O R LKke 2L u-JH - S

Mew Window | Help | Custamize Page | B

Descrigtion || Specific Information | Budgetand Incurnhents | | Gther Incumbents.

Contract Data ||

Position Number: 00013573
Headcount Status: Qpen Current Head Count: 0 out of 1
Contract Data o [view sl First g or2 B aet
Effective Date: 02/01/2009 Status: Active
Contract Begin Date  (02/01/2008 Contract Status Active b
Expected EndDate 0173172010 |5 ActualEndDate |
Contract Type [8MY % 30t Money Appaintment Maximum End Date | D1/3172010] 5

Contract Comment | One-year Soft Money Contract

B save | [\RetuntoSearch | [S]Notify | @ Previoustab Nexﬂahl Bt ] Include Histary

Description | Snecific Information | Budget and Incumbents | Contract Data | ECCP | Other Incumbents

&) bone S @ Trusted sites

Step Action
20. Click the Save button.
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Q-0 RGN RS u-LJKH B -

Pergonalize Content | Lavaut Heln

Menu =
| Search:

[+ My Favorites

[ Self Senice

[ Manager Self Service

[ University of Maine System
[ Waorkforee Administration
[ Benefits

[ Time and Lahor

[ Payroll for Korth America
[+ Workforce Development

[ Organizational Developrment
[ WYorkforce Monitoring

(> Bet Up HRMS

> SetUp SACR

&> Enterprise Cormponents

[> Reporiing Tools

[ PaopleTools

|~ Return to Portal

— iy Petsonalizations

- My Dictionary
by
W“ﬁzopleSnrﬂ
&) Done B @ Trusted sites

Step Action
21. To Update or End Contract:

Click the Organizational Development link.
[ organizational Developmend

22. Click the Position M anagement link.

[ Posgition Managemend

23. Click the Maintain Positions/Budgets link.

[ Maintain
FositionsiBudgets
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Q-0 NR& LHO RS w-JE 3 -

# MaineStreet

Search:

Home

I ‘ ® ﬁf Maintain Positions/Budgets
- My Favorites

I Self Sevice Idertifies positions within organization, budgets for postions, and allows for creation of job reguisitions

- Manager Self Service E AddiUpdate Position Info Llndale Dept Budget Data
- University of Maine System Enter the description, wark [ocation, and cther infarmation ot 8 pastion. ldertify salaries and FTES for postions with an approved budget status.

(> Workforce Administration
- Henefits

> Time and Labor

> Payroll for North America

- Workforce Develnpmant
VOVQ_BNZEUEI’VE\ Development
= Position Management

ddiUpdate Position
Info.
= Update Dept Budget
[ Review Posifion/Budget
Info

I Position Reports
[ Create Qrganization
Structure
- Workforce Monitoring
(> et Up HRMS
- Set Up BACR
(> Enterprise Components
(> Repoting Tools
> PeopleTools
|- Return to Fortal
|- My Personalizations
|- My Dictionary

€] B @ Trusted sites

Step Action

24, Click the Add/Update Position Info link.

pddfUpdate Position
i
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= RE 0 <l» = T N r
Q-0 RNRAG P, 25 &@-Jd B
A MaineStreet
Home
Search: Hew window | Help | [
G MyFavortes AddiUpdate Position Info
[ Self Senice Enter any information you have and click Search. Leave Tields blank for a list of all values
[ Manager Self Service
- University of Maine System Find an Existing Value
(> Workforce Administration
> Benefits .
> Time and Labor Position Number: hegins with » M
[ Payroll for North America Moy
K e Davelbprah Description: begins with |
[~ Grganizational Development Position Status: = v‘ ‘ w
= Position Management & oo
s Business Unit: begins with »
= Maintain c ‘ a
PosiionsiBudgets Department: begins with v | Q
Job Code: begins with || [}
— Update Dent Budget Reports To Position Humber: | begins with ~ |
plche T [Clinclude History  []Correct History [] Case Sensitive
> Review Position/Budget
Info
[+ Position Reports Search I Clear J Basic Search [El Save Search Criteria
[ Create Organization
Structure )
1 Workforce Monitoring Fing an Existing Valus | Add a Newalue
[ SetLip HRMS
- SetLlp SACR
[ Enterprise Components
[ Reporting Tools
[ PeopleTools
|- Return to Portal
|- My Personalizations
|- My Dictionary
&) Done B @ Trusted sites

Step Action
25. Enter the desired information into the Position Number field.
26. Click the Sear ch button.

Last changed on: 2/12/2009 12:47 PM Page 11



Process Document
HRMS: Contract Data

Search:

[ Wy Fawarites

[ Self Serice

[ Manager Self Service

[ University of Maine System
(> Workforce Administration
(> Benefits

> Time and Labor
[ Payroll for North America
> winrkforce Developmant
= Otganizational Developmant
= Pogition Management
= Maintain
PosiionsiBudgets

— Update Dept Budget

> Review Position/Budget
Info

> Pogition Reports

[ Create Organization
Structure

1 Warkfaree Monitaring

[ SetLip HRMS

- SetLlp SACR

[ Enterprise Components

[ Reporting Tools

[ PeopleTools

Home

MewWindow | Help | Customize Page | B, #

Paosition Information First (4] 4 6.1 |
Pasition Number: 00013573
Headcount Status: Open Current Head Count: 0 out of 1
“Effective Date: 020112008 5 i [acve &
e
Reason: 1CON QL yndate Cantract Data Action Date: 02/10/2008
“Position Status: | #pproves v Status Date; 10272004 B [key Position

-Job Information

[UMSD5 @ University of aine

*Business Unit:

Job Code: 906 QU Research: Other (Bug,Engr,ste) Manager Level: Al Other Positions

*RegiTemp: Regular “FullPart Time: | PartTime v |

*Regular Shift: Wm—vl Union Code: [ﬁﬁl ] @ umPsa Represented Prafessional
Title: |associate Scientist, RESF Short Title: |assocsei T ——
Long Titles |ssociate Scientist of Resource Economics and Policy

[Work Location

|- Return to Partal *Reg Region: USA QU United States
i1
| W Dictiona i 0S0E @, Sehool of Economics (NSFA) Company:  UMS University of Maine System
Location: 000100 Q. ORONO CAMPUS
Reports To: 00018467 QL Chair Stipend Dot-Line: Q
Supenvisor Lvi: Q
Salary Plan Information
Salary AdminPlan: | QU Grade: 04 A stem | Q@
Standard Hours: 14.00  Work Period:  [W QU weekly
Mon Tue Wed Thu Fri Sat Sun
280 | 280 | 280 | 280 | 280
e |
* E= ug Federal
I
< >
&) Done B @ Trusted sites

Step
27.

28.
29.

30.

31.

Action
Click the Plus (+) key to add an new row.

Enter the effective date of the change into the Effective Date field.

Click the L ook up Reason button.
Click an appropriate list item.
|Ugdate Contract Data|

Click the Contract Data tab.
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MewWindow | Help | Customize Page | B,

_Deseription | Specific Information | Budgetandincumbenis | Contract Data |

Position Number: 00013573
Headcount Status: Open Current Head Count: 0 out of 1
Contract Data d
Effective Date: 0173142010 Status: Active
Contract Begin Date  (02/01/2008 Contract Status Active b
Expocted Endpate 013112010 |5 ActualEndDate | ‘
Contract Type [ MY ] ot Money Appointrent Maximum End Date 0173172010 53

Contract Comment | One-year Sof Money Contract

B seve | SiReturntoSearch | [Z] Nofity | @ Previous tab Nexﬂahl E Add ] Include History

Description | Specific Information | Budget and Incumbents | Contract Data | ECCP | Other Incumbents

&) Done B @ Trusted sites

Step Action
32. Enter the contract end date into the Actual End Datefield.

33. Click the drop-down arrow to select from the Contract Typelist.
34. Click the NON list item.
MO

35. Enter optional additional information into the Contract Comment field.

36. Click the Save button.

37. End of Procedure.
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