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Concept

Description: Use the Education page group to record informadioout an employee's
educational background and to track an employeefegsional education and training.
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Proce
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ss Document
Education

There aretwo navigation pathsto enter education data. Either one will take you to
the same panelsto enter data.

Navigation Path #1.:

Q-© [

Search:

& My?;umes
[ Self Senice
- Manager Self Service

[ Benefits
[ Time and Lakor
[~ Waorkforce Development

= Faculty Events
& Calculate Tenure

> Tenure Reports

— Activities

— Education

— Licenses and
Certifications
— Memberships
— Presentations
— Publications

Frajects

— Teaching
Besponsibilities

Mermbership
Data

> WiDrkfarce Monitoring

- Set Up HRMS

- 58t Up SACR

- Enterprise Components
- Reporting Tools

- PeopleTools

|- Beturn to Portal

|- Mty Personalizations

|- Ity Dictionary

# MaineStreet

(- University of Maine System
[ Workforce Adminisiration

> Competency Management

— Administrative Po

— Honors and Awar

— Significant Special

— Studant Advisermant

— Review Cormmittee
> Define Faculty Events

[ Organizational Development

BaLke s

®

Track Events

L
Idertifies employee evert information such s education, memberships, publications, et

= Actities = Administrative Posts
= =l

Identity an employee's research activities ertify administrative post information

[ Payroll for Marth America E_ Honors and Awards E Licenses and Certifications

Idertify honors and awards received by the indivicual Ielertity licenses and certifications held by the indivicual

E’ Presentations E’ Bublications
Identity informetion about presentations given by the faculty ety information about the faculty member's publisher
member works.
St
= Student Atvisement = Teaching Responsibilities
ds Idertity information ahaut advisement activities. Recore and track Taculty teaching responsibilties.

=

Education
Idertify education information and professional training
infarmation

Memberships
Ietertify an individual's types of member ships.

Significant Special Projects
Iertify special projects for which the individus is responsible

Review Committee Membershi
iew committes membershin for an emplayes.

€] Done

5 @ Trusted sites

Step

Bowon e

Action

Click theWorkforce Development link.
Click theFaculty Events link.

Click theTrack Eventslink.

Click theEducation link.
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Navigation Path #2:

Q-0 NG ,Pke 2% B-1JE S -

# MaineStre

Search:

> My Favarites -
I SeffSamvice Track Employes campetencies and accomplishments (sdlicational degrees, honors and awards, lanousges..).

‘ ® Lﬁ: Track Person Competencies

- Manager Self Service = Education = Lanquayes = Licenses and Certifications

[ University of Maine System E Identifies educational and professional training informetion E Idertifies language fluencies and proficiencies E Idertifies icenses and certificates held by employee

[ Workforce Administration

[ Benefits

[ Time and Lakor

- Payroll for North America

[ workforce Development
7 C

Certifications

> Fatulty Evants
(> Organizational Development
- ¥iDrkforce Monitoring
[ SetUp HRMS
[ Setlp SACR
- Enterprise Components
[ Reporting Tools
> PeopleTools
|- Beturn to Portal
|- Mty Personalizations
|- Ity Dictionary

€] Done S @ Trusted sites

Step  Action

Click theWorkforce Development link.
Click theCompetency M anagement link.
Click theTrack Person Competencies link.
Click theEducation link.

© N o o
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MaineStreet

Procedure:

Q 4 [

# MaineStreet

I '

Search:

@
> Wy Favorites
> Self Senvice
- Manager Self Service
- University of Maine System
[ Workforce Administration
[ Benefits
[ Time and Lakor
- Payroll for North America
[ Workforce Development
=7 Competency Management
= Track Person
Competencies
= n

- s
— Licenses and

[ Faculty Events
- Otganizational Development
- Workforce

Education

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

EmpliD: [ bagins with v ][
Name: | beging with
Last Name: | begins with v
Second Name: | begins with |+

Alternate Character Name:l beging with »

> Sat Up HRMS

> S8t Up BACR

- Enterprise Components
(> Reporting Tools

- PeopleTools

|- Beturn to Partal

|- My Personalizations

|- My Dictionary

Middle Name: | beging with v |
Cerfifications [Jcase sensitive
sty I Clear I Basic Search B Save Search Criteria

Wew viindow | Hel | 5}

€] Done

S @ Trusted sites

Step Action

9. 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.

10. Click theSearch button.

If multiple employee records are listed, click de appropriate employee record to
continue.
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MG P2 a-LUH S

MewWindow | Help | Customize Page | B,

School Education || Professional Ediand Training

Monty Python Person ID: 1099999

School Education Fing [ View &1 First B 4ot 1 0 Lt

=HE

Country: iaé‘( Q United States o

School Type: s High Schaal Level Achieved: [DEG O Deuree
Date Acquired: (EIRCEECRE

Average Grade: [ Mcompleted

Schoal Code: [ O, School Mame: |Orona High Sehool

State: ME"TQ haine

B save ‘ L Returnto Search | [ hlotify

School Educstion | Professional Ed. and Training

&) Done B @ Trusted sites

Step  Action
11. Country defaults to USA, change if applicable.

Click theL ook up School Type button.

12.  Click an entry in théescription column.

13. Click theLook up Level Achieved button.

14. Click an entry in théescription column.

15. Enter the appropriate date in thate Acquired field.
16. Click theCompleted option.

17.  Enter the desired information into tBehool Name field.
18. Click theLook up State button.

19. Click an entry in théescription column.

20. Click theProfessional Ed. and Training tab.
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\ SchoolEducation ] Professional Ed. and Training

Monty Python Person ID: 0088888
Professional Education Find [visw Al First [ 4 or 1 0 Last
Country: foan @ Canada FE
‘Degree: [Dma R DoctoroTMusic Ats [l Terminal Degree

Date Acquired: 6202007 [ :‘::;Z?E ] [l Graduated

Maior Code: [ a Maiur:. Musie History

School Code: | QU Gehool:  |MCGIl University

Educator: [

Province: [Et s Minority Insfitution

¥ == ys rederal

B pist [ ors M Last

B 5ave | QRetwntoSearch | [ natity |

School Education | Professional Ed. and Training

MewWindow | Help | Customize Page | B,

&) Dore

8 @ Trusted sites

Step  Action
21.  Click theLook up Country button.
22. Click an entry in thé®escription column.
23.  Click theL ook up Degree button.
24. Click an entry in théescription column.
25.  Click theTerminal Degree option.

NOTE: This box should only be checked if the employesdsrned the highest

degree in their field of study.

26. Enter the desired information into tBate Acquired field.

27.  Click theGraduated option.

NOTE: Check this box only if employee has graduated.
28. Enter the desired information into tiveajor field.
29. Enter the desired information into tBehool field.
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Step Action
30. Click theLook up Province button.

NOTE: This field will indicate state, province, etc.@dstermined by the country
selected.

31. Click an entry in théescription column.
32. Click theSave button.

Additional | nfor mation:

1. To add additional degrees or education data, dickhe Plus (+) key and follow
the procedure.

2. Review employee’prefix in Personal Information record. RefeName Change
process to update prefix. Example: change ptefDr. when employee
completes doctorate degree.

3. ChangeHighest Education Level field in Biographical Details page in Personal
Information. Refer to thBersonal Data Change process to update Highest
Education Level field.
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