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Concept

PATFA service credits are tracked for part-timasfacemployees by semester and year. The
PATFABU information should be set up at the begignof the semester when the job row is set
up for the employee.

Service Credits are only earned for Spring and $eatiester teaching assignments.

For full-time employees who are teaching classeslufition to their regular full-time job, see the
Additional Pay - Overload Teaching process.
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Procedure

Personalize Content | Layout

Search:

|®
[= Wty Favorites
[+ Self Service
[ Manager Self Service:
[> Liniversity of Maine System
[ Warkoree Administration
[» Benefits
[ Compensation
[ Time and Labor
[ Payroll for Maorth America
[> Payroll Interface
[ Workforce Development
[> Organizational Development
[» Enterprise Learning
[ Waorkforee Monitaring
[> Pension _
[x Campus Community
[ Student Recruiting
[ Student Admissions
[ Records and Enroliment
[> Curriculum Management
[ Financial Aid
[» Student Financials
[ Repoding Tools
[- PeopleTools
[ Packaging
— Return to Pottal
— My Personalizations
— bty Systern Profile
— by Dictionary

Home

@ Done

é @ Trusted sites

Step Action
1. Click theUniversity of Maine System link.

|[> University of Maine System |

2. Click onHRMS.
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By - 8 x

Q-0 MG PO RS =-JdS B

# MaineStreet

Search: o
. | ® Ka‘i HRMS Echit "HRMS" Felder
(i3 N_ly Favu_ritea -
[ Gelf Gemvice
> Manager Self Service ﬁ Processes ﬁ Review HRWMS /,’ Reports
= University of Maine System

= Update Contact [nformation [ElBasic Emplovee Information ElLibrary Patran Extract (URSUS]
ata Extraction For UNET ElRetro Pay Earnings Elpostion sudi Report

[ Processes

[ Review HRMS poate Final Addresses =l Raise Processing [E|position FTE and Headcourt
[ Reports 10 More... B More... 42 Mare. ..
—Job Change By . _
Husihassinit Juob Change By Business Unit Woniter and Change Review i‘— Part-Time Faculty
— Manitar and Change il
Eeview
- Ban-Time Facuity Rate Change By Business Unit Position Budaet Base Position Budqet Transfer

- Rate Chanoe By
Busingss Unit = = -
— Position Budget Base iti s i
i e Position Budget External Trans ECCP Salary Calculator Employee Review Date Data
— Eosition Budget Exdernal
Trang
— ECCP Salary Calculator
— Employee Review Date
LELL
[= Payroll
[ Benefits.
[ Tirme And Labaor =
[ Betup University of Maine
Sys.
[ Becurity
[+ General Options
[ Technical Support
[+ Warkforce Administration
[ Benefils
[ Compensation
[ Time and Lahor )
(> Payroll for Morth America
[ Payroll Interface
[ Workforce Development
[ Organizational Development
[> Enterprise Learning
[ Winrkfnree Monitoring b

é (7] Trusted sites

Step  Action
3. Click thePart-Time Faculty link.
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C-0 HNREAG PO R% @ -
# MameStreet

JE 3

Mew Window | Heln | &,

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

EmpliD: | heging with « |
Name: heging with ||
Last Name: bagins with \
Second Name: beging with |
Ahternate Character Name: begins with |
Middle Name: | beging with s [
[Icase sensitive

Search Clear | asic Gearch [E Save Search Criteria

j@ Done

é @ Trusted sites

Step  Action

4, To Search for an existing employee record, enter EmplID, aw Last Name. Drop-
down menus can be used to select 'begins withi{dows', etc. to assist in locating an

employee. The more information that is entered ndreower the search and the
shorter the search results list for review.

5. Click the Search button or click Enter key to continue.

If multiple employee records are listed, click de tappropriate employee record to
continue.
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-0 NEG LPhe s a-Uds
'# MameStreet

Mew Window | Help | Customize Page | &

Part-Time Faculty

Patty Faculty ID: 0095939

B[RS SErviee Fing | View sl First (A4 o2 [P Lot

FHE

‘Business Un'rl:‘UMSDE Q University of Maine Senvice Credits: ‘ 1

First 4] 1o 1 [P Lot

1 Fall w [ 2008 [ oo [ 2 [=]

B save | JSiReturnto Search ] [=] mctify ]

@ é @ Trusted sites

Step  Action

6. If an employee has Part-Time Faculty records witnarthan one Business Unit. The
first Business Unit numericallyill be the panel displayed.

Click the Show next row button to find the correct Business Unit panel.

If this is the first time that this employees vahlrn service credits at your campus, see

PATFABU Credits New process

=
7. Click thePlus (+) key to add a new row.
8. Click the dropdown arrow to select from tBemester list.
9. Select the appropriate semester from list.

NOTE: Only Spring and Fall semesters are includettié list. No service credits are
earned for teaching assignments in summer, wimtdtay term.

|Spring |
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Step  Action
10. Enter the appropriat€alendar Year field.

11. Enter the number of course credits taught fordbimester in th€ourse Credits
field.

12.  Enter the number of courses taught for this seméestaeCour ses Taught field.

13. Edit the total number of service credits earnedH@ Business Unit into th&ervice
Creditsfield.

Mew Window | Help | Customize Page | &)

Part-Time Faculty
Patty Faculty ID: 0099989
Campus Service Eing | Wisw All Eirs
[
‘Business Unit; |~'V=08 a University of Southern Maine Service Credits: r 2 . EI
custorize | Find | view a1 B Fieat [ iz o2 [F] Lt
‘Calendar |Course |Courses
"Semester \Year Credits | Taught
1| Fal [2008 [ 2m [ 1
2| gpring v| [ 2008 [3o0 [ 1 . EI

B save ] S Return to Searchi [=] Motify l

@ é @ Trusted sites

Step  Action

14.  Only one service credit can be earned per semastgrear regardless of the number
of courses or credit hours taught.
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Step  Action
15. Click theSave button.

16. End of Procedure.
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