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Inactivating a Position
Trigger:

Concept

Once a Position has been created, it cannot beedelé a position becomes inactive because
there are no active incumbents and/or budget agsocwith position, the position should be
changed to 'Inactive’ Status.

Additional | nfor mation:

- An Inactive Position cannot be assigned to apleyee's record in Job Data.

- If there is an incumbent in the position withti&ke status in Job Data, an error message will
appear and will not allow the position to be saved.

- All incumbent employee records must be termithdigob data prior to setting the position to
‘Inactive’.

- The effective date of the termination row in Jadita must be the same or prior to the effective
date in position data.

- Always review the 'Other Incumbents' tab to malee that there are no employee's currently
being paid in Additional Pay with the assigned posinumber.

Please refer tdhttp://www.maine.edu/pdf/UsingUPK.pdf
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‘s MaineStreet

Personalize Content | Lavout
Menu =l

Search:
®

[ Wy Favarites

[ Self Serice

[ Manager Self Service

[ University of Maine System
[ Workforce Administration
(> Benefits

> Time and Labor

> Payroll for Morth America
[> Workforce Development

[> Organizational Development
[ SetUp HRMS

[ SetUp SACR

[> Entarprise Components

[> Repoting Tools

[ PeopleTools

[~ Return to Portal

[~ iy Personalizations

|~ hiv Dictionary

" BeopleSoft

&) bone

S @ mnternet

Step Action

1. Click theOr ganizational Development link.

[ Craganizational Development

2. Click thePosition Management link.

[ Position Management]

3. Click theMaintain Positiong/Budgets link.

[ Maintain
FositionsiBudgets
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Q-0 RNEd ke 28 @-LJF 2

# MaieStreet

Search:

Home Sign out

[ ‘@ 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

— Addipdate Position
Info
= Update Dept Budget
Baba o
[ Review Posifion/Budget
Info
I Position Reports
[ Create Qrganization
Structure
- SetUp HRMS
(- et Up BACR
[ Enterprise Components
(> Repoting Tools
> PeopleTools
|- Return to Fortal
|- My Personalizations
|- My Dictionary

&) Done EE e

Step Action
4, Click theAdd/Update Position Info link.
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Procedure

Search:

> Wy Favorites
> Self Senvice
- Manager Self Service
- University of Maine System
[ Workforce Administration
[ Benefits
[ Time and Lakor
- Payroll for North America
- Workforce Development
[~ Crganizational Development
= Pogition Management

= Maintain

PositionsiBudgets

In
— Update Dept Budaget
Data
> Review Position/Budget
Info
[> Position Repons
[> Create Organization
Structure
(> 8ot Up HRMS
[ Setlp SACR
- Enterprise Components
- Reporting Tools
- PeopleTools
|- Beturn to Portal
|- Mty Personalizations
|- Ity Dictionary

HPLke 2% B-1JE 3

Hew pindow | Help | &

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

Find an Existing Value ||

Position Number: [ begins with ||

Description: begins with v H

Position Status: z ¥ | v
Business Unit: begins with || a,
Department: begins with + | &

Job Code: begins with v | a
Reports To Position Number:  beging with \

[Cinclude History [ Correct History [ Case Sensitive

Search Clear | Basic Search B Save Search Criteria

Find an Existing Value | Add & New Value

€] Done

B @ Internet

Step

Action
Enter the Position Number into tResition Number field.
Click theSear ch button.
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Description

Pasition Information First [4] 4 o 1 [F] Last

Position Number: 00099893 &
Headcount Status: Open Current Head Count: 0 out of 1

“Effective Date: 07/3112008 1) “Status: [nacive v

Reason: EWQ Fosition Inactivated Action Date: 08/23(2008

“Position Status: | Approved v Status Date: 102772004 (&) [Ikey Position

Job Information

*Business Unit: |UMS05 O Univarsity of Maine

Job Code: :VEITO\ Research: Other (Bus Engr ete) Manager Level: &)l Other Positions

“Reg/Temp: [Regular “FullPart Time: | FartTime |

“Regular Shift: | Mis - UnionCode: 002 QU UMPSA Represented Professional
[fte nssoviate Scientist REGP Short Title: hgsoegel Dietailed Position Description
Long Title: [Associate Stientist of Resource Ecanomics and Policy

‘RegRegion:  |USA QL Urited States

Department:  [0SOE Q. school of Econornics (NSFA)
Location: 000100 Q. orono campus

Reports To: 00018487 U Chair Stipend

Company: UMS University of Maine System

Dot-Line: &

Supervisor Lvi: Q

Salary Plan Information

Salary Admin Plan: |U O\ Grade: 04 step: | Q
14.00  work Period: W QU weekly

Mon Tue Wed Thu Fri un

Standard Hours:

» Eysa

& save | LLReturnto Seamhl [=] Notify | =% Nexd tab
<

Home

Sign out

MewWindow | Help | Customize Page | B, #

3

&) Dore

5 Interet

Step Action
7. Click thePlus (+) key to add a new row.

8. Enter the effective date of the change intoEffective Date field.

9. Click theDrop-down arrow to select from th&tatus list.

10. Click thel nactive list item.
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Step
11.

12.

Action
Click theL ook up Reason button.

Additional I nfor mation:

- An Inactive Position cannot be assigned to anleyee's record in Job Data.

- If there is an incumbent in the position with Ketstatus in Job Data, an error
message will appear and the Position record cdmetaved.

- Employee Job Data must be terminated beforeipnsg Inactivated.

- Effective date of employee Job Data terminatiarstibe prior to or equal to
effective date of position inactivation.

[

Click "INA" reason code entry in theReason Code column.

Pasition Information

MewWindow | Help | Customize Page | B, #

First (4] 1.0t 7

T
Position Number: 00059333 =
Headcount Status: Current Head Count: 0 out of 1

*Effective Date: |02/01/2009 [5] “Status: [mactive v

Reason: JNA" 2L pasition nactvated ActionDate:  08/14/2009

*Position Status: | #pproven v Status Date: 10272004 B [Ckey Position

Job Information

“Business Unit: UMS05 . University of Maine

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

*Reg/Temp: |Regular v “FullPart Time: | Part-Tims &

*Regular Shift: | N~ v } Union Code: ooz '0\ UMPSA Representad Professional
Title: \Associate Scientist, RE&P Short Title: \Assoc Sti

Detailed Position Description

Salary Admin Plan:

Standard Hours:

Long Title: |assaciate Scientist of Resaurce Econamics and Policy

[Work Location

“Reg Region: USA QL United States

Department: 0S0E @ 5chool of Economics (NSFA) Company:  UMS University of Maine System
Location: 00100 Q. Orono Campus
Reports To: 00018487 QL Chair Stipend Dot Line: Q

Supervisor Lyt QQ

Salary Plan Information

U QL Grade: 04 A step | Q
1400 Work Period: W QU weekly

Tue Wed Thu Fri Sat Sun

» B yga

& save ‘ L\ Returnto Search ‘ [=] notity | = Nexd tab

I3

<
&) Dore

5 Interet
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Step Action
13. Click theOther | ncumbents tab.

Review Other Incumbents to make sure there aremptoyees currently being
paid in Additional Pay with this position number.

Other Incumhbents

Q-0 KRG LPLke 3L &

# MaineStreet

Hew Window | Heln | Customize Page | 5L

| Other Incumbents
Position Number: a00gs8ga

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

Current Incumbents # ¥

Position Humber  [EmpliD Empl Red Hbr  |Effective Date Earnings End Date Job Code  |Hame

100099989 0 08/14/2009

ave | CiReturnto Search ity revioustah | S5 led oh B FupdateDisplay lInclude Histary | [27 Corect History
= CReturnto Search Notity | 6= Pr tab | = B fdd | FlUpdate/Dispk [ Include Hist =

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

Done

S @ Internet

Step Action
14. Click theSave button.

15. End of Procedure.
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