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Maintain Primary Job Flags

Concept

In certain situations, it may be necessary to include or exclude secondary jobs for benefits
processing. Use the Maintain Primary Job Flags page to manage secondary jobs as they relate to
processing benefits eligibility and coverage.
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Process Document
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MaineStreet

Navigation

Personalize Content | Lavout

Menu
Search:

@

[ My Favorites

[ Self Service

[ Manager Self Senice

U University of Maine Systern
[ Warkforce Administration
[ Benefts

[ Time and Lahar

[ Payroll for Morth America
[ Warkforce Development
I Organizational Developrment
[ Workarte Monitoring

[ SetUp HRMS

[ SetUp BACR

[ Enterprise Components
[ QuickAddress Pro YWeb Int
[ Repotting Tools

[ PeapleTools

> Data Models

I~ Return to Portal

I~ My Personalizations

|- My Dictionary

Help

" BeopleSoft

Step Action

1. Click the Benefitslink.

[ Benefits

2. Click the Maintain Primary Jobslink.

[ Maintain Primary Johs|

3. Click the Maintain Flags link.

hizintain Flags)
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Procedure

search: New Window | Hedp |
b My Favorites Maintain Flags
I Self Senice Enter any infarmation you have and click Search. Leave fields blank for a list of all values,

I Manager Self Semvice

I University of Maine System

[ Warkforce Administration

[~ Benefits

| Employee/Dependent EmpliD:
Infarmatian i

I Review Employee Benefits Effective Dat

[ Enroll In Benefits

Dﬁé:kﬁl‘ﬂ;:\;‘ma‘e“ Search ‘ Clear | Basic Search & Save Search Criteria

= Maintain PrimaryJobs

= Maintain Flags
— Rebuild Primary Job
Hads
- Create Audit Report
|- Reports
I» Interface with Providers
- Manage Leave Actruals
[ Track FMLA (Family
Medical Lv)
I Monitor Savings Pln
Extensions
[ Bengfits Billing
> Admin Flex Spending Acct
us
[ Time and Labar
I Payroll for Morth America
1 wiorktarce Development
[ Organizational Development
[ Warkforce Monitaring
I Set Up HRMS
I Set Up SACR
> Enterprise Components
1 QuitkAddress Pro Web Int
[ Reporting Tools
I PeopleToals
[ Data hodels
|- Return to Portal
|- My Personalizations
|- My Diclionary

Step Action

4, Enter the desired information into the EmplI D field.

5. Click the Sear ch button.
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Search:

®

iy Favorites

I Self Senice

' Manager Self Senice

I University of Maine System

[ Warkforee Administration

[~ Benefts

- Employee/Dependent
Infarmation

[+ Rewiew Employee Benefits

I Enrall In Benefits

I Manage Automated
Enroliment

« Maintain Primary Jobs

Hagg
— Creste Audit Renort
I Reports
[ Interface with Providers
I Manage Leave Accruals
I Track FMLA (Family
Medical Ly)
> Monitor Savings Fin
Extensions
I Benefits Billing
I Adrriin Flex Spending Acet
us
0 Time and Labor
[ Payroll for North America
I Warkforce Development
I Organizational Development
I Workforce Monitoring
I SetUp HRMS
[ SetUp SACR
I Enterprise Components
[ QuickAddress Pro VWeh Int
' Reporting Tools
b PeopleTools
I Data Models
|- Retun to Portal
|- My Prersonalizations
|- My Dicfionary

Maintain Flags

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

Find an Exi

Hew Window | Help | B

EmplD: [oegins with 0099999

Eifective Dats

Search Clear_| Basic Search B Save Seareh Criteria

Search Results

I First [4] 120tz [3] Last
[EmpliD  [Effective Date
1§

18 08/01/1885

Action

Click an entry in the Effective Date column.
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MaineStreet

HRMS

Process Document
: Maintain Primary Job Flags

hewWindow | Help | Custorni Processing

I Enrall In Benefits

> Manage Autamated Job Data molovee Red ;e ciive pate
Entoliment e
i

b
« Maintain Primary Jobs Datail

0 08/01/1985

— Maintain Flags
- Rebuild Primary Job Detail 1 10/01/2008

Search:
[ Wy Favarites Primary Jobs Flags
I Self Senice
' Manager Self Service Employee ID: 0085999
I University of Maine System -
1 Wiorkiorce Administration Currently Displayed Effective Date set: 10/01/2008
[~ Benefts
[ Employee/Dependent Browse Primary.Job Histary by Efiective Date [ & B[
Infarmation
| Review Employee Benefits Primary Job Flags Maintenance

Insert New Efdl
Customize [Find | B Fir

Primary Job | Include Eligibility

s[4 12w

Include
Deductions

Hagg

— Creste Audit Renort
I Reports
[ Interface with Providers
I Manage Leave Accruals
I Track FMLA (Family

Medical Ly)
> Monitor Savings Fin

Edensions [Feave | QRetuntoSearch | [Z] Natity
- Bengfits Billing A & J

I Adrriin Flex Spending Acet
us
0 Time and Labor
[ Payroll for North America
I Warkforce Development
I Organizational Development
I Workforce Monitoring
I SetUp HRMS
[ SetUp SACR
I Enterprise Components
[ QuickAddress Pro VWeh Int
' Reporting Tools
b PeopleTools
I Data Models
|- Retun to Portal
|- My Prersonalizations
|- My Dicfionary

Step | Action

7. On the row for the applicable Employee Record Number, click the Include Eligibility

option to exclude this job from €ligibility.

8. On the row for the applicable Employee Record Number, click the Include

Deductions option to exclude this job when cal culating benefits coverage.

9. Click the Save button.
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Search:

[y Favorites Primary Jobs Flags
I Self Senice
' Manager Self Service Employee ID: 0099998 Colleen Forhelp

I University of Maine System

1 Wirkforee Admministration Currently Displayed Effective Date set:  10i01/2008

[~ Benefts
[ Employee/Dependent Browse Primary.Job Histary by Efiective Date [ @ [ [ Insert New Efdt
Infarmation
| Reviewr Employee Benefits Primary Job Flags Maintenance e | Find E

I Enrall In Benefits

I Manage Automated
Enroliment

« Maintain Primary Jobs

Detai 0 08/011985 0
stal 1 100172008 0 O

El

Hagg

— Creste Audit Renort
I Reports
[ Interface with Providers
I Manage Leave Accruals
I Track FMLA (Family

Medical Ly)
> Monitor Savings Fin

Edensions [Feave | QRetuntoSearch | [Z] Natity
- Bengfits Billing A & J

I Adrriin Flex Spending Acet
us
0 Time and Labor
[ Payroll for North America
I Warkforce Development
I Organizational Development
I Workforce Monitoring
I SetUp HRMS
[ SetUp SACR
I Enterprise Components
[ QuickAddress Pro VWeh Int
' Reporting Tools
b PeopleTools
I Data Models
|- Retun to Portal
|- My Prersonalizations
|- My Dicfionary

hewWindow | Help | Custorni Processing

Step | Action

10. | Click the Manage Automated Enrollment link.

[* Manage Automated
Enrallment

11. Click the Eventslink.

12. | Click the On-Demand Event Maintenance link.
COn-Demand Event
hlaintenance

Page 6

Last changed on: 10/26/2008 8:37 AM




MaineStreet
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Infarmation
> Review Employee Benefits
[ Enrall In Benefits
<« Manage Automated
Enraliment
- Events
ated Event

— Review BAS Activity
— Undale Event Staus

— Undate Processing
Contrals
= Find Mon-
Respondents
~ Find Terminations o
Finalize
> Participant Enrallment
| Review Processing
Results
> Investigate Exceptions
> Maintain Primary Jobs
I Reports
I Interface with Providers
|- Manage Leave Accruals
[ Track FMLA (Family
Medical Ly)
> Monitor Savings Pin
Extensions
I Benefits Billing
I Adrriin Flex Spending Acet
us
I Time and Labor
[ Payroll for North America
I Workforce Development
I Organizational Developrent
1 wiorkarce Monitoring
I SetUp HRMS
[ SetUp SACR
I Enterprise Components
[ QuickAddress Pro ¥eb Int
> Reporting Tools
b PeopleTools
[ Data Madels
|- Retun to Portal
|- My Prersonalizations

mmp oyee/Dependen

| My Dictionary

On-Demand Event Maintenance
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

EmpliD: hegins with v ||
Empl Red Nbr: = v

Name: begins with v \
Last Name: begins with v
Second Name: begins with v \
Second Last Name: begins with v
Alternate Character Names | begins with v ||

[case Sensitive

Search ‘ Clear | pacic Gearch (B Save Searth Crteria

New Window | Help | B

Step

Action

13.

Enter the desired information into the EmplID field.

14.

Click the Sear ch button.

15.

Click an entry in the Name column.
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MaineStreet

mmp oyee/Dependen

Infarmation
> Review Employee Benefits
[ Enrall In Benefits
<« Manage Automated

Enrallment Colleen Forhelp

On-Demand Event Maintenance

hlewWindow | Help | Custornize Pace |

PersonlD: 0039933 Ben Red:

- Events
— Run Autornated Event
Processing

Activity Date:

Empl Reds: 0

Show Activities Action:

Source:
Pending Activities: 2

Review BAS Aclivity
— Undale Event Staus
— Update Processing

Contrals

Event ID:

T

|
|
| o G|

0 Event Date:

= Find Mon-
Respondents
~ Find Terminations o
Finalize
> Participant Enrallment
| Review Processing
Results
> Investigate Exceptions
> Maintain Primary Jobs

Event Status Update

Status: Class:
Event Status:
Frequency

Deduction Annual

Run Date:

Entered pof 0

L

Defaut:

Erors o

Run Date:

I Reports

I Interface with Providers

|- Manage Leave Accruals

[ Track FMLA (Family
Medical Ly)

|

& Save ,QRetumtnSaamh‘ 1B

Process Indicator: Narmal Processing

+F] Next in List ‘ [=] metity

> Monitor Savings Pin
Extensions

I Benefits Billing

I Adrriin Flex Spending Acet
us

I Time and Labor

[ Payroll for North America

I Workforce Development

I Organizational Developrent

1 wiorkarce Monitoring

I SetUp HRMS

[ SetUp SACR

I Enterprise Components

[ QuickAddress Pro ¥eb Int

> Reporting Tools

b PeopleTools

[ Data Madels

|- Retun to Portal

|- My Prersonalizations L

| My Dictionary v

)

Step | Action

16.

Click the Show Activities button.

Page 8

Last changed on: 10/26/2008 8:37 AM




Process Document
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mmp oyee/Dependen

Infarmation
> Review Employee Benefits
[ Enrall In Benefits
<« Manage Automated
Enraliment
- Events

— Review BAS Activity
— Undale Event Staus
— Undate Processing
Contrals
= Find Mon-
Respondents
~ Find Terminations o
Finalize
> Participant Enrallment
| Review Processing
Results
> Investigate Exceptions
> Maintain Primary Jobs
I Reports
I Interface with Providers
|- Manage Leave Accruals
[ Track FMLA (Family
Medical Ly)
> Monitor Savings Pin
Extensions
I Benefits Billing
I Adrriin Flex Spending Acet
us
I Time and Labor
[ Payroll for North America
I Workforce Development
I Organizational Developrent
1 wiorkarce Monitoring
I SetUp HRMS
[ SetUp SACR
I Enterprise Components
[ QuickAddress Pro ¥eb Int
> Reporting Tools
b PeopleTools
[ Data Madels
|- Retun to Portal
|- My Prersonalizations

| My Dictionary

hlewWindow | Help | Custornize Pace |

PersoniD: (1039993 BenRed# 0

1 MultlobChg  10/01/2008 0MIC [=]
1 JobChy 10/01/2008 0 HR =

Step

Action

17.

=

Click the Sel ACTY option.

18.

Click the OK button.
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HRMS: Maintain Primary Job Flags

MaineStreet

mmp oyee/Dependen

Infarmation
» Review Employee Benefts

> Enrall In Benefits On-Demand Event Maintenance

hlewWindow | Help | Custornize Pace |

<« Manage Automated

Enrallment Colleen Forhelp

BenRed#: 0

- Events

ActivityDate:  10i01/2008  Source:  Muliidob Indicator Change

Empl Reds: 1

ScheduleiPrepare Activity Pending Activities: 2 Show Activities

MIC

Review BAS Aclivity " | .
~ Undale Fyent Slalus Event ID: 0 EventDate: Status:
— Update Processing

Contrals

~ Find Terminations o

Finalize é Entered pof 0

> Participant Enrallment

| Review Processing
Erors o

Event Status Update

- Find Mon- é Frequency
Respondents Run Date: Deduction Amnual

L

Results
> Investigate Exceptions
I» Maintain Primary Jobs Run Date:

I Reports

Defaut:

> Monitor Savings Pin
Extensions
I Benefits Billing
I Adrriin Flex Spending Acet
us
I Time and Labor
[ Payroll for North America
I Workforce Development
I Organizational Developrent
1 wiorkarce Monitoring
I SetUp HRMS
[ SetUp SACR
I Enterprise Components
[ QuickAddress Pro ¥eb Int
> Reporting Tools
b PeopleTools
[ Data Madels
|- Retun to Portal
|- My Prersonalizations L
| My Dictionary v

I Interface with Providers
| Manage Leave Accruals Process Indicator: Narmal Processing

[ Track FMLA (Famil
Meﬂ\ta\Lv)( b & Save ,QRetumtnSaamh‘ 1B +F] Next in List ‘ [=7] Notify

Step | Action

19. | Click the Schedule/Prepar e Activity button.

| Schedule/Prepare Activity I
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Infarmation
> Review Employee Benefits
[ Enrall In Benefits

mmp oyee/Dependen

On-Demand Event Maintenance

hlewsWindow | Help | Custornize Pacy Saved

Respondents
~ Find Terminations o
Finalize
> Participant Enrallment
| Review Processing
Results
> Investigate Exceptions
> Maintain Primary Jobs
I Reports
I Interface with Providers
|- Manage Leave Accruals
[ Track FMLA (Family
Medical Ly)
> Monitor Savings Pin
Extensions
I Benefits Billing
I Adrriin Flex Spending Acet
us
I Time and Labor
[ Payroll for North America
I Workforce Development
I Organizational Developrent
1 wiorkarce Monitoring
I SetUp HRMS
[ SetUp SACR
I Enterprise Components
[ QuickAddress Pro ¥eb Int
> Reporting Tools
b PeopleTools
[ Data Madels
|- Retun to Portal
|- My Prersonalizations

| My Dictionary

<« Manage Automated
Enrollment Colleen Forhelp PersoniD: 0089993 Ben Red#:
~ Events
- w ActivityDate: 10012008 Source:  Joh Data Change EmplRed#: 1
tocessing . "
ScheduleiPrepare Activity Pending Activities: 1 Show Activities Action: HIR
Review BAS Activity " . ) . Event Status Update
— Updlate Event Stalus Event ID: 75 EventDate: 10j01/2008 Status: Prepared Class: mMsC
— Update Processing Event Status:  Qpen for Processing
Contrals
= Find Mon- Frequency

Run Date:

Deduction Annual

Microsoft Internet Explorer

)

Process complated successfully, (3000,530)

The system has successfully processed His phase, ‘ou can continus to the next phase.

Reprocess

Bsave | QRetuntoSearch ‘ ‘ ] Next in List ‘ ] Matify

)

Step | Action

20.

Click the SAVE button.
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MaineStreet

mmp oyee/Dependen

Infarmation
> Review Employee Benefits
[ Enrall In Benefits

On-Demand Event Maintenance

hlewWindow | Help | Custornize Pace |

<« Manage Automated
Enrollment Colleen Forhelp PersoniD: 0093999 Ben Red#:
~ Events
ActivityDate:  10/01/2008  Source:  Joh Data Change EmplRed#: 1

ScheduleiPrepare Activity Pending Activities: 1 Show Activities Action: HIR

Event Status Update
Class: MSC

Event Status:  Qpen for Processing

Review BAS Aclivity
— Undale Event Staus
— Update Processing

Contrals

Event ID: 25 EventDate: 10/01/2008 Status: Prepared

Frequency

Run Date: Deduction Amnwal

Errors 0 ‘

= Find Mon-
Respondents
~ Find Terminations o

Finalize é Entered pof 0

> Participant Enrallment
| Review Processing
Results
> Investigate Exceptions
> Maintain Primary Jobs
I Reports

Ora Default

Run Date:

I Interface with Providers
I Manage Leave Accruals Reprocess |
DE:;:;::MH;(FMW & Save ,QRetumtnSaamh‘ 1B
> Monitor Savings Pin
Extensions

I Benefits Billing

I Adrriin Flex Spending Acet
us

I Time and Labor

[ Payroll for North America

I Workforce Development

I Organizational Developrent

1 wiorkarce Monitoring

I SetUp HRMS

[ SetUp SACR

I Enterprise Components

[ QuickAddress Pro ¥eb Int

> Reporting Tools

b PeopleTools

[ Data Madels

|- Retun to Portal

|- My Prersonalizations L

| My Dictionary v

|N—Q Normal Processing

‘ +F] Next in List ‘ [=] metity

)

Step | Action

21. | Click the Schedule/Prepare Activity button.
| Schedule/Prepare Activity I
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Infarmation
> Review Employee Benefits
[ Enrall In Benefits
<« Manage Automated
Enraliment
- Events
— Run Autornated Event
Processing

Review BAS Aclivity
— Undale Event Staus
— Update Processing

mmp oyee/Dependen

On-Demand Event Maintenance

hlewsWindow | Help | Custornize Pacy Saved

Colleen Forhelp PersonID: 0033338 BenRed#:

Empl Reds: 0
Action:

Activity Date: Source:

T

Pending Activities: 0

Event Status Update
Class: HR

Event Status:

Event ID: 26 FEventDate: 10/01/2008 Status: Prepared

Open for Processing

Contrals

= Find Mon-
Respondents
~ Find Terminations o
Finalize
> Participant Enrallment
| Review Processing
Results
> Investigate Exceptions
> Maintain Primary Jobs
I Reports
I Interface with Providers
|- Manage Leave Accruals
[ Track FMLA (Family
Medical Ly)
> Monitor Savings Pin
Extensions
I Benefits Billing
I Adrriin Flex Spending Acet
us
I Time and Labor
[ Payroll for North America
I Workforce Development
I Organizational Developrent
1 wiorkarce Monitoring
I SetUp HRMS
[ SetUp SACR
I Enterprise Components
[ QuickAddress Pro ¥eb Int
> Reporting Tools
b PeopleTools
[ Data Madels
|- Retun to Portal
|- My Prersonalizations

| My Dictionary

Frequency

é Run Date:

Annual

Microsoft Internet Explorer

)

Process complated successfully, (3000,530)

The system has successfully processed His phase, ‘ou can continus to the next phase.

Reprocess

Bsave | QRetuntoSearch ‘ ‘ ] Next in List ‘ ] Matify

Step | Action

22.

Click the SAVE button.

23.

End of Procedure.
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