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Concept

Description: Use the Next Review Date page to track and repogroployees performance
review dates.

Please refer tdhttp://www.maine.edu/pdf/UsingUPK.pdf

Last changed on: 6/10/2009 3:45 PM Page 1




Process Document
HRMS: Next Review Date

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

(> Workforee Monitoring

[ Set Up HRMS

(- BetUp BACR

[ Reporting Tools

[ PeopleToole

[ Packaging

[~ Beturr to Poral

[~ by Personalizations

— hiy Systern Profile

— My Dictionary
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Home

" BeopleSaft

&) bone

S @ Trusted sites

Step

Action

Click theUniversity of Maine System link.
|I> Unive?sih.r of Maine System |
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Search:

|®
[ Wy Fawarites
[ Self Senvice
[ Manager Self Service
> Univers ain
I HRMS
& Payroll
[ Benefits
[ Time And Lakor
[ Setup University of Maine
Sys.
[ Security
[ General Options
> Technical Suppart
[ Workforce Administration
[ Benefits
> Compensation
[ Time and Lakor
[ Payroll for Morth America
[ Payroll Interface
1 Workforee Development
[ Organizational Development
- Enterprise Learning
- Workforce Monitoring
[ SetUp HRMS
[ Setlp SACR
- Reporting Tools
[ PeopleTools
[ Packaging
|- Beturn to Portal
|- My Personalizations
|- Mty Systern Profile
|- Mty Dictionary

Home

ﬁf University of Maine System Edlit "University of Msine System" Folder

rocesses
Revieyr HEMS

£ Reports =1 Review Pavral
abiore & bore
] Time And Lahor ff Setup University of Maine Sys, K‘]General Options
/

rocesses

Reports
FReset TR Status

[ Processes

&) Dore

8 @ Trusted sites

Action
Click theHRM S link.

b HRMS

Click theEmployee Review Date Data link.
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# MaineStreet

Iew window | Help |

Employee Review Date Data
Enter any infarmation yau have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add falue
Search by: |EmplD ~ | begins with |

Oinclude History [ Correct History

mw

Find an Existing value | Add a Mew value

&) Done B @ Trusted sites

Step Action
4, Enter the employee's EmplID into theginswith field. For this exercise:
5. Click theSear ch button.
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‘# MaineStreef

i

New Window | Help | Customnize Page |

Ann Review EMP D: 0098999 EmplRcd# 0
Review Data ind | view Al First (4101 4 [P Last
=
‘Effective Date  04/13/2008 [
Review Tyne

*Next Review Date 13/31/2009
‘RatingModel  [UMS L

Review Rating rox

B save | SLReturn to Search E Add ] Include History
&) Done B @ Trusted sites

Step Action

6. If necessary, Click thElus (+) key to add a new row.

7. Click the drop down arrow to select from fReview Type list.
IAnnuaI v|

8. Select the appropriate value from the list. s &xercise: Click th&nnual list
item.

9. Enter the date of the employees NEXT review thi#Next Review Date field.

10. Click theSave button.

11. End of Procedure.
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