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Data Change

Concept

Fields in Job Data that are defaults from the Posibn Data Table will appear 'grayed-out'.
Changes to these fields must first be edited in Pitisn Data prior to updating the
employee's Job Data.

Description:
You may need to:

A) Enter a job row to make a data change, suchidsglanned exit date or make a correction.
Use the Action 'Data Change' and the appropriats&ecode to make these types of changes.

B) Enter a job row to pull information that has begdated on the Position Data Table into the
employee's job record. Changes made to the Pogiita Table will only appear on the job row

if the effective date on the job row is equal tdater than the effective date of the updated mow i
Position Data.
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Navigation:

Home

|® |/ Job Information
- My Favorites =

Maintin information about & person tied to & specific job record

[ Self Serice
[ Manager Self Service E Job Data E Add Employment instance
(> University of Maine System Erter job informatian including work lacation and compensation Adet & new emplayment organizational Instance for & persan.

[ Workforce Administration details.
> Personal Infarmation

P _ . o
© Retiew Job intrmation | | [~ ] Review Job Information ﬁ Reports
I Repors " Inquiry pages and reports that show work information far & " Conlains reports based on Job ciata of the Organization
- Job Data person e sonnel Actions History
- Add Employment <Job Suminary. mployees on Leave of Absence
Instance Uutiple Jobs Surmar emporary Employees
[ Workforce Reports Years of Service
[ Benefits

[ Time and Lahor

> Payroll for Morth America
1 Workforee Development
[ Organizational Developrment
U WWarkforee Monitaring

- Set Up HRME

(> Set Up BACR

[ Enterprise Components
- Reporting Toals

|- PeopleTools

|- Return to Portal

|- My Personalizations

|- My Dictionary

€] B @ Trusted sites

Step  Action
1. Click theWorkforce Administration link.
2. Click theJob Information link.
3. Click theJob Datalink.
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Procedure:

Mew viindo | Help | 15,

Job Data
Enter any information you have and click Search. Leave fields blank for 2 list of all values.
EmpliD: begins with v ||
Empl Red Nbr: = v‘ [
Name: begins with v ||
Last Name: begins with v ||
Second Name: beging with + ||
Alternate Character Name:| beging with v|
Middle Name: begins with v |
[Clinclude History - [ Correct History [ Case Sensitive

Search | Clear ‘ Basic Search Save Search Criteria

€] Done S @ Trusted sites

Step  Action

4, 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.

5. Click theSearchbutton.

If multiple employee records are listed, click de tappropriate employee record to
continue.
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Waork Location

Donna Chahge EMP ID: 0089999 EmplRcd# 0

[Work Location

HR Status: Active Payroll Status:  Active

*Effactive Date: 0170172008 [ sequence: [0 o *Job Indicator _MI

Action’t Reasoi: Data Change v [Position Data Update >

- Futura

Last Start Date: 08/20/2001 Termination Date:

Expected Job End Date | E

Position Humber: Domostl QL gpemne Tecnician | Position Entry Date: 102772004
Override Position Data Position Management Record

Regulatory Region: usA United States

Compamyg. UMS University of Maine Systern

Business Unit: Umsos University of Maine

Department: QFARM Ut Farms Department Entry Date: 08/20/2001

Location: 003410 Highmoor Farm

Establishment ID: UM305 S Univarsity of Maine

Mew'Window | Hel | Custornize Page | &

Date Created: 11/03/2008
Job Data Employment Data  Earnings Distribution Benefits Prograrm Participation ‘
B save ‘ LuReturnto Search | [=] Natity =Mexttab | L Refresh 4 Incluce Histary ‘
Work Location | Job Infarmation | Job Labar | Payroll | Salary Plan | Go
€] Done 5 @ Trusted sites

Step  Action
6. Click thePlus (+) keyto add a new job row.
7. Enter the Effective Date* of the data change.

*NOTE: If updating changes to Position Data, thifeEtive Date must be equal to or

greater than the effective date of the change sitieo Data.

8. The Sequencdield defaults to '0'. If the added row has thmesaffective date as the
prior row, the sequence must be changed to themgixér number. Otherwise, do not

change.
9. Click theDrop-down Arrow to select from théction list.
10. Click theData Changelist item.
11.  Click theDrop-down Arrow to select from thé\ction/Reasonlist.
12.  Click the appropriat®easoncode.
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Step  Action

13. To update information from Position Data, the RosiNumber must be first blanked
out, tab out of the field, then re-enter the PositNumber.

For other Data Changes, click on the appropriatelpar link to make changes.
14.  Click the Savebutton.
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