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Licenses/Certificates

Concept

Description:

Enter employee licenses and/or certifications wiigy or may not be required by the
University.

Please refer tdhttp://www.maine.edu/pdf/UsingUPK.pdf
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Step Action
1. Click theWor kfor ce Development link.

[ warkforce Developmend

2. Click theCompetency M anagement link.

[> Competency Management]

3. Click theTrack Person Competencies link.
[* Track Person
Competencies
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Search:

[ Wy Fawarites
[ Self Senvice
[ Manager Self Service
[ University of Maine System
(> Workforce Administration
(> Benefits
> Time and Labor
[ Payroll for North America
[~ wiorkforce Developmant
= Competancy Management

Certifications

> Faculty Events
(> Organizational Development
[ Workforce Monitoring
[ Setlp HRMS
[ SetUp SACR
- Enterprise Components
> Reporting Tools
(- PeopleTools
|- Eeturn to Portal
|- Mty Personalizations
|- Ity Dictionary

ﬁf Track Person Competencies

Track Employes competencies and accomplishmerts (educational degress, honors and awards, languages...)

E" Education E’ Licenses and Certifications
Identifies educationsl and professianal training Information Idertifies licenses and certificates held by employes

Home

&) Dore

5 Interet

Step
4.

Action
Click theLicenses and Certifications link.
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Procedure:

Mew window | Help | B2k

Licenses and Certifications
Enter any infarmation yau have and click Gearch. Leave fields blank for a list of all values.

Find an Existing Value

EmpliD: heging with

Name: begins with «

Last Name: begins with

Alternate Character Name: | begins with w

|
\
\
Second Name: begins with + ||
[
\

Middle Name: hegins with -~

[Jcase Sensitive

Search ‘ Clear | pasic Search IS Save Search Criteria

€] Done B @ Internet

Step Action

5. Enter EmplID, Name or Last Name. Drop down mesarsbe used to select
'begins with', 'contains’, etc. to assist in laugtn employee. The more
information that is entered, the narrower the deard the shorter the search
results list for review.

0. Click theSear ch button.

If multiple employee records are listed, click b tappropriate employee record.
Search
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Q-0 ®E
‘A MaineStreet

2 ow-Jd g

DLk 3

(=13
Mew Window | Help | Custamize Page | W&
Susan Brown Person ID: 0099999
Licenses and Certifications Find | Yigw A1 First 4420 Last
Competency FE=
*License/Certificate Code:  (#E50 Q Awrareness Basic Safety/Office
Issue Date: ,m@
License #:
Issued By: [
Expiration Date: 091 8/2007 |
[License Verified
[J Renewal in Progress
Countyr  |USA QL State: Q
& save ‘ {£LReturnto Search ‘ [=] Notify |
€] B @ Trusted sites
Step Action
7. Click thePlus (+) key to add a new row.
8. Click theL ook up License/Certificate Code button.
9. Click an entry in either thieicense/Certificate or Description column.
asEC |
10. Enter the appropriate date into tilssue Date field.
11. Enter the desired information into thecense # field.
12. Enter the desired information into thesued By field.
13. Enter the license expiration data into Ehxiration Date field.
14, Click theLicense Verified option.

This option is to verify that you have confirmedtlhe employee holds the
required license or certificate.
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Step Action
15. Country field defaults to USA...change only iteesary.

Enter the desired information into tBeate field.

nhLdke 2% =-Jd s

Mew Window | Help | Customize Page |

Licensas and Certifications

Sugan Brown Person ID: 0088838
Licenses and Certifications

Competency #[=]

“LicenselCertificate Code: 98¢ O, Advanced Secretarial Certifica
Issue Date: [o@iot/zo0a
License #: [wonssss
Issued By: [um
Expiration Date: [omio1szo14
License Verified

[ Renewal in Progress

Countryr  USA L State: UCIESY

& Save ‘ L\ Return to Search ‘ =] Notify |

€] Done

5 @ Trusted sites

Step Action
16. Click theSave button.

17. End of Procedure.
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