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Hiring POl as EM

Hire a POl as an Employee.

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

0 O HEdpkes

Personalize Content | Lavout Help
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

(> Wiorkforee Monitoring

b Setlp HRMS

b Setlp SACR

> Enterprize Components
[0 Warklist

[ Tree Manager

[ Reparting Tools

[ PeopleTools

[ Packaging

- Return to Portal

|- hiy Personalizations

[— My Systern Profile

|- My Dictionary

" BeopleSaft

&) bone S @ Trusted sites

Step Action
1. Click theWorkforce Administration link.

[i= warkforce Administration]

2. Click thePersonal I nformation link.

[z Persanal Informatian|
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- My Favorites
(- SelfSenice
- Manager Self Service
- University of Maine System
[ Warkforce Administration
|

> Biographical
I> Organizational
Relationships
> Parsanal Relationships
I Citizenship
[> Disability
- Add a Person
— Modify a Person
- Person Grganizational
Summary
— Searchfor Feopls
> Joh Information
- Workfrce Repors
[ Benefits
- Compensation
(> Time and Labor
[ Payroll for Norh America
> Payroll Interface
- Workforce Development
[ Organizational Development
- Enterprize Learning
[ WWorkoree Monitaring
> et Up HRbs
- SetUp BACR
> Enterprise Components
- wiorklist
(> Tree Manager
> Repotting Tools
> PeopleTonls
> Packaging
- Return to Fortal
- My Personalizations
- Mty Systern Profile
- Mty Dictionary
[

[

| pone

[«

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

criteria
Ll‘/‘,[ Personal Relationships L/,K/f
" Create or modify the relationships that & person has ~

Dependent Information
mertency Cortact
mergency Cortacts Report

&

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

Biographical

Maintain kingraphic intormation tar & person including rames,
adresses, drivers licenses, bank accourts, ste

Wodlify & Person

Search by National [

Citizenship
Ciizenship, Yisa, Permits information for & Person

Idertification Data

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

Edit *Personal Information” Folder

=] Berson Oranizational 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

2More

)

[////J’ Disabil

Indlicate if & worker is disabled and o recard detals of the
disabiity
= Disabilties
= Disahility Report ITA

8 @ Trusted sites

Step
3.

Action
Click theAdd a Person link.
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Q-0 NG| LHke & =@-JFd B
‘8 MaineStreet

SYE HIRE/EMPLOYEE SEARCH

Welcome to your Hire/Employee Search. Before adding a new employee, you need to determine if there is a match
in your current HR Payroll, and Benefit System o if the employee exists in the Student Administration System

Home:

NewWindow | Help | Customize Page |

Enter at least one criteria for the search to be able to perform its function and then click on the Search button

If any matches are found they will be displayed. The information will display if the employee resides in the Student
Administration System or your current HR, Payroll, and Benefit System. If they reside in the later, then you must go
to the Job Data page to rehire the employee. A link will be provided next to each employee to take you to the
appropriate page to complate your transaction

If the ernployee was retrieved from the Student Administration System all their biographical data will be retrieved so
you will not have ta input. Only make carrections where necessary. Once you save the record it will be sent back to
the Student Administration System to update any changes you might have made.

Search Options

First Name: [ National ID: | Search

Last Name: [ Date of Birth: | 5 EmpliD

AddressLine 1: |

Search Results

=] Moty

~
v

&) Done B @ Trusted sites

Step Action
4, Enter the desired information into tBenplI D field.
5. Click theSear ch button.

6. Click an entry in th&mplid column.

0041894
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Effective Date: 050172010 =
Format Type: English
Display Name: John Pai View Mame

Biographic Information

Date of Birth: i 0 Years 0 Months Date of Death: Bl

Birth Country:  |USA O United States
Birth State: [ =
Birth Location: | \alve Data Protection [
Biographical History 4
*Effective Date: ‘M & ]
“Gender: ko |
“Highest ionh Level: A-Mot Indicated v
“Marital Status: Single v |Asof: ns/012010 [
Language Code: L
Alternate ID:

[CIFull-Time Student

~ National ID

jonal i
usa @ | gocial Security Number v 599-99-3399 [=

5w | QRetmtosearch | [Z] ety | | EnNesttan | pReresh | Erau

MewWindow | Help | Customize Page | B,

2 Inchude History

| Regional | Drianizational Relationships

Details | Contact Ir

&) Dore

8 @ Trusted sites

Step Action

8. From this point forward the 'Hire' process shduddfollowed. All fields on the
personal information panels should be thoroughlyesged and updated where

necessary.
9. End of Procedure.

Last changed on: 11/16/2010 2:41 PM

Page 5



