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Name Change

Concept

Description:

Employees must submit name changes to the HumasuRes office. Changes are effective-
dated and involve inserting a new row of data.

NOTE:Employee arerequired to submit appropriate documentation before a name change
isentered into the system.

Please refer tdattp://www.maine.edu/pdf/UsingUPK.pdf
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- Payroll for Morth America
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[> Organizational Development
[ ¥ypriforee Monitoring

[ Sat Up HRMS

> SetUp SACR
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[ Reparting Tools

[ PeopleTools

[~ Return to Poral
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| by Dictionary
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Step Action

1. Click theWorkforce Administration link.

[i= warkforce Administration]

2. Click thePersonal I nformation link.

[z Persanal Informatian|
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Searc

[ Wy Fawarites

[ Self Senvice

[ Manager Self Service

(- University of Maine System

[~ Workforce Administration
|

> Biographical
[» Organizational
Relationships
[ Persanal Relationships
[ Citizenship
[ Disahility
— Add a Person
- Modify a Person
— Person Organizational
Summary
— Search for People
[ Joh Information
[ Workforce Reports
> Benefits
[ Time and Labor
(> Payroll for Noth America
(> wiorkforce Developriant
(> Organizational Devalopment
- WiDrkforce Monitoring
[ SetUp HRMS
[ SetUp SACR
- Enterprise Components
- Reporting Tools
- PeopleTools
|- Beturn to Portal
|- Mty Personalizations
|- Ity Dictionary

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

criteris

Ll‘/‘,[ Personal Relationships
" Create or modify the relationships that & person has
Dependent information

metcency Corlact

mergency Cortacts Report

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

infarmation

m Biographical

| Maintain biographic intormation far & person incluing names,
addresses, drivers licenses, hank accounts, ete

Mlodity & Person

Search by National 1D

Driver's License Data

G More

L‘// Citizenshi

" Ciizenship, ‘isa, Fermits information for & Person
Idertification Data

Emplovee Presence Test USA
Citizenship/CourtryMviss Audit

Passport/viss Expiration Audit

)

o

Person Organizational 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

Manage Hies

Disability

Indlicate if & worker is disabled and o recard detals of the
disabiity

= Disabilties

&) Dore

5 Interet

Step
3.

Action

Click theM odify a Person link.
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Procedure:

Q- O HRAGILAKO RE = -LJKA B

'# MaineStreet

Mew window | Help | B2k

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

Find an Existing Value

Alternate Character Name:| begins with

EmpliD; beging with + |
Name: begins with + |
Last Name: begins with |
Second Name: begins with |
[
[

Middle Name: heging with |~
[Cinciude History []Correct History []Case Sensitive

Search | Clear | Basic Search [E) Bave Search Criteria

Find an Existing value | Add a Mew Value

€] Done B @ Internet

Step Action

4, 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 deara the shorter the search
results list for review.

5. Click theSear ch button.

If multiple employee records are listed,click oe tippropriate employee record.
Search
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Q-0 NG LHke & =@-JFd B

'# MaineStreet

NewWindow | Help | Customize Page |

Contact Information Regional

Susgan Smith Person ID: 0099989

Find | view & First 4] 1 or 1 [P Last
Effective Date: 01/01/2008 =
Format Type: English
Display Name: Susan Smith Wiew Mame

Biographic Information

Date of Birth: 0240501349 5] 60 Years & Months Date of Death: [

Birth Country: usa Q@ United States
Birth State: Q
Birth Location: | Waive Data Protection []
Biographical History y i First [ 1ot 1 ] Last
+

T 0812712003 [ F[E=
*Gender: Fomals 1%
*Highest Education Level; | C-HS Graduate or Equivalent v
“Marital Status: [ Married v|asof: [oenongss
Language Code: Y
Alternate ID:

[JFull-Time Student

~ National ID o B et Do P est

Country Hational ID Type [ Primary ID

usa Q. social Security Mumber v 005-48-9999 [=1

B save ‘ L\ Returnto Search ‘ [=] notity | ‘ = Nexd tab | L Refresh ‘ B Ao # Incluge History

Biographical Details | Contact Information | Resional

€] B @ Trusted sites

Step Action

6. Click thePlus (+) key in theName section to add a new row.

7. Enter the effective date of the change intoEffective Date field.
8. Click the drop down arrow to select from tha mat Type list.
9. Click theEnglish list item.

English
10. Click theEdit Name link.
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Q-0 NRG LK RS = -JH B

'# MaineStreet

(=
New Window | Help | Customize Pace | J&
E

dit Name

English Name Format

First Name: |Eusan Middle Name: L

Last Name: [5mitn

Sutt:

"~ Display Name: Susan Smith

Formal Name: Susan Smith

MName: Srnith, Susan L

Ok Cancel Refresh

&) Done B @ Trusted sites

Step Action

11. Click the drop down arrow to select from fPreefix list.
12. Click the appropriate item in th& efix list

hrs
13. Enter the new last name into thast Name field.
14, Click the drop down arrow to select from ®Bgfix list.
15. Click the appropriate item from tiBaiffix list.

[m. D |
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Q-0 NRG L 2% m-LIK B

# MaineStreet

»
Edit Name

English Name Format

Prefix: Mrs -

First Name: |Eusan Middle Name: ’Li
Last Name: [Brovm

Suffiz: M. v

"~ Display Name: Susan Smith
Formal Name: Susan Smith

MName: Srnith, Susan L

Ok Cancel Refresh

NewWindow | Help | Customize Page |

&) Dore

8 @ Trusted sites

Step Action
16. Click theOK button.
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MaineStreet

-0 KRB LI S aE-LUdSD

Home

MewWindow | Help | Customize Page | B,

tinfarmation | Regional

Sugan Brown Person ID: 0093989

‘Effective Date; 0810172008 [
Format Type: English vl

Display Name: Busan Brawn Edit Mame

Biographic Information

Date of Birth: 60 Years © Months Date of Death: | &l
Birth Country: United States
Birth State:
Birth Location: | Waive Data Protection [
Biographical History . o
+

*Effective Date: 082772003 [H =
T Femals v
*Highest Education Level: C-HS Graduate or Equivalent - ‘
*Marital Status: Warried v asof: [oenoness [
Language Code: 5
Alternate ID:

CIFul-Time Student

(SR Social Security Number  » 005-48-9999

B save | Ly Return to Search | [=] motity | & Previous tak | = Next tab | L Refresh | Eracd | EUpdsteDispiay | 4 Incluge History

Bingraphical Details | Contact Infarmation | Redional

8 @ Trusted sites

Step Action
17. To review Name History, Click tHenclude History button.

A Include Histary

18. To review Name History, Click théiew All link.
[visus Al
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Person ID: 0098989

Effective Date: 08/01/2009

Format Type: English

Display Name: Susan Brown Wiew Narme

Effective Date: 0140142009 =
Format Type: English

Display Name: Sugan Smith Wiew harne

Effective Date: 0801901935 =
Format Type: Enalish

Display Name: SuganJones Wigw harme

Date of Birth:
Birth Country:
Birth State:
Birth Location:

*Effective Date:

*Gender:

*Marital Status:

Alternate ID:

Biographic Information

Biographical History

*Highest Education Level:

Language Code:

020601849 5] 60 Years 6 Months Date of Death: b
usa @ United States
Q

[ Waive Data Protection [

0827i2003 [+ FHE
Female v

C-HS Graduate or Equivalent v‘
Waried v asof: [oenoness
[ &

CIFull-Time Student

~ National ID

Usa Q| Social Security Number v

of 1

005-48-0000 =1

B save | LuReturnta Sean:hl [=] motity | & Previous tak | = Next tab | L Refresh | Eracd | E|UpdsteDisplay

A Inciuste Histary

Biographical Details | Contact Information | Resional

Home:

NewWindow | Help | Customize Page |

8 @ Trusted sites

Step
19.

Action

Click theView 1 link to collapse thélame section.
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-0 KRB LHe RS m-LHS

# MaineStreet

Home:

NewWindow | Help | Customize Page |

Susan Brown Person ID: omzrog
Effective Date: 08/01/2008
Format Type: English

Display Name: Susan Brawn Wiew Mame

Biographic Information

Date of Birth: 0240501349 5] 60 Years & Months Date of Death: [

Birth Country: usa Q@ United States
Birth State: Q
Birth Location: | Waive Data Protection []

Biographical History

‘Effective Date: 0812752003 [ =
sGender: Female v

*Highest Education Level: G-HS Graduate or Equivalent v ‘

*Marital Status: Married v asor: [oenoness [

Language Code:
Alternate ID:

CIFull-Time Student

ional I

*Country *Hational ID Type
usa G | Social Security Number 005-42-9999 [=]

B Seve | QRetwntoSearch | [ETnatity | pcionston | @iNetoh | o Retresh | Eradd | S0ccstcise | ncude History

Biographical Details | Contact Information | Redional

€] B @ Trusted sites

Step Action
20. Click theSave button.

21. End of Procedure.
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