Process Document
MaineSreet HRMS: Maintaining POI

File Name Maintaining POI_BUSPROC.doc
Version 8.9

Document Created 11/16/2010

Date Modified 11/16/2010

Last Changed by Ann M. Flood

Status DRAFT

Maintaining POI

POI Instances can be updated and/or edited wit@autect History'

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

Personalize Content | Lavout

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
(> Yiprkforee Monitoring
[> SetLp HRMS
[ Setlp SACR
[» Enterprise Components
[ Worklist
[ Tree Manager
[ Reporting Tools
[ PeopleTools
[ Packaging
— Return to Portal
[~ hiy Personalizations
[— by Systern Profile
|~ by Dictionary

Q-0 ®[E k Pk 2 aE-LUJE 3

" BeopleSaft

S @ Trusted sites

Step Action

1. Click theWorkforce Administration link.

[i= warkforce Administration]

2. Click thePersonal Information link.

[z Persanal Informatian|

3. Click theOrganizational Relationshipslink.

[ Qrganizatianal
Relationships
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— Add a POI ﬁf Personal Infermation Edlit "Persoral Information" Folder
Relationshin

— Wl 8 Peiasi Maintin information about & person regardess of Jobs

POl Reltn = Modify a Person = Person Oryanizational Summey
— Person Checklist it Herson; Maify & person's basic information, such && name and contact = ‘View & summary af all the organizationsl relationships for &
— Person Assionment informtion person
Checklist
— Manage Hires
> Personal Relationships E Search for People m Biographical [ﬁ Organizational Relationships
© Citizenship Search for people in the dalabase using flexible SearchiMatch | Maintain biographic information far & person inclusing names, Creste ar maclty the organizatiansl relatianships that a Person
1 Disability _ citenia addresses, trivers licenses, bank accourts, efc can have
[ OEE Workioree Burvey Modity & Person Auid 5 POI Relstionshin
AN Search b National (D Maintain = Ferson's POl Refin
& Diversity Compliance Ferson Cheolist
D 2 hore
T Adda Ferson ] Personal Relationships LK// Citizenshin [////J’ Disability
— Modify a Persan L'//' Create or modify the relationships that a person has " Ciizenship, ‘isa, Fermits information for & Person Indicate if & worker is dissbled and to record details of the

disabiity
= Disabilties

— Person Organizational
Summany
— Search for Pecple
(- Job Information
[ Workforce Repons N
[ Benefits
- Compensation
[ Time and Labor
- Payroll for North America
> Payroll Interface
- wWorkforce Development
[ Organizational Development
[ SetUp HRMS
[ Setlp SACR
[ Enterprize Components
[ Worklist
> Tree Manager
[ Reporting Tools
[ PeopleTools
[ Packaging
|- Beturn to Portal
|- Mty Personalizations
|- Mty Systern Profile
= Mty Dictionary

detification Data
Emplovee Presence Test IS
CiizenshipiCourtre/Yisa Aurd =) Disabity Report IT2
Fazsport/viss Expiration Audlt

Dependent Information
mertency Cortact
mergency Cortacts Report

24l

&) Done B @ Trusted sites

Step Action
4, Click theMaintain a Person's POI Reltnlink.
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. A Y S R
Q- O HNRG LK 2% - JE B
# MaineStreet
Hew Window | Help | [
Maintain POl Types
Enter any information you have and click Search, Leave fields blank for a list of all values
EmpliD: begins with + |
Person of Interest Type: | begins with v || Q
Name: begins with |
Last Name: begins with v |
Second Name: begins with v |
Second Last Name: hegins with |~ |
Afternate Character Name:| hegins with v |
[case sensitive
Search Clear | pasic Search [ Save Search Criteria
&) Done B @ Trusted sites
Step Action
5. Enter the desired information into tBenplID field.

6. Click theSearchbutton.

7. Enter the desired information into the fields.
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Q-0 NRG LK RS = -LJH B LR

# MameStreet

Home:

B
NewWindow | Help | Customize Page |
Edit POl Relationship
John Poi Person ID: 0041884
Person of Interest Type: Man Payroll Persons

*POlinstance:| 3 POl Category: 10002 2 visiting Faculty FE=
Business Unit: M50 L niversity of Maine at Augusts Begin Date: 1970112010 5 Eng pate: (01/21/2011
Department: |AACAF R aeademic Afairs Last Update: 09/27/10 3.03:15PM

Location; 400100 Q Augusta Campus e 0012790
Reports To: 00011561 U ssnc Direstor ofadmissions 0014880 Katnerine Trask

Description (Used by phone directony)
isiting Faculty ‘

Comment:
isiting Faculty ‘

B seve ‘ L\ Returnto Search | [Z] Notity | ¢4 Refresh

&) Dore

8 @ Trusted sites

Step Action
8. Click theSavebutton.

9. End of Procedure.
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