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Part-time Status Change

Concept

Description:

This process is used when an employee changesfaortime benefit status to full-time benefit
status and the change only affects benefits elityibif an employee changes from full-time to
part-time or vice versa and the change affects niane just benefits (i.e. earnings, standard
hours, etc) refer to thiReclassification Process

Part-Time Status:

Ben Req = Employeeswith 5 years of Full-time, Regular equivalent service.

Fach = Faculty with 5 years of Full-time, Regular equivalent service (Law Faculty should be
classified as Ben Reg)

NOTE: If you want Position Data updated to reflect part-time status and the correct amount of
standard hours, be sure to update the Paosition Table prior to updating Job Data making sure that
the effective date of the Position update is equal to the effective date used in Job Data.

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

Action

Click theWorkforce Administration link.

[i= warkforce Administration]

Click theJob Infor mation link.

Page 2

Last changed on: 9/3/2009 11:07 AM



Process Document
HRMS: Part-time Status Change

[ Wy Fawarites

[ Self Senvice

[ Manager Self Service

(- University of Maine System
[ Workforce Administration
> Personal Infarmation

1
[ Review Joh Infarmation

[ Reports
—Job Data
E plovrment
Instanie
[ Wiorklorce Reparts
[ Benefits

- Time and Labor

- Payrall for Morth America
I Workioree Development
- Organizational Development
I workioree Monitaring

i Set Up HRMS

- 8et Up SACR

I Enterprise Components
- Reporting Tools

- PeopleTools

[~ Beturn to Portal

[~ My Personalizations

[ My Dictignary

ﬁf Job Information

Maintin information about & person tied to & specific job record

= oDt
Erter jof infarmation including work (ocation and compensation
detils

] Review Job Information

k// Inguiry pages and reports thet show work information for &
person
=] Job Summary.

Multiple Jobs Sunmary

=] 444 Emplovment instance
Al & e Employment organizational instance for a person

KJ Reports

" Contsins reparts based on Job data of the Organization.
ersonnel Actions History
mplovees on Leave of Absence

emporary Emplovess
ears of Service

&) Dore

5 Interet

Step
3.

Action
Click theJob Data link.
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Procedure:

Q- O HNRG LKk L = -JE B
‘# MaineStreet

Mew Window | Hels | /&,

Job Data
Enter any infarmatian yau have and click Search. Leave fields hlank far a list of all values

Find an Existing Value
EmpliD: begins with v |
Empl Red Nbr: = v |
Name: beging with + |
Last Name: begins with v ||
Second Name: begins with v ||
Alternate Character Name: | begins with v |
Middle Name: begins with v ||
Cinclude History  []Correct History []Case Sensitive

Search ‘ Clear ‘ Basic Search Save Search Criteria

€] Done S @ Internet

Step Action

4, Enter EmplID, Name or Last Name. Drop down mesarsbe used to select
‘begins with’, ‘contains’, etc. to assist in loaagian employee. The more

information that is entered, the narrower the deard the shorter the search
results list for review.

5. Click theSear ch button.

If multiple employee records are listed, click be appropriate employee record
to continue.
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EREE

Jonathan Swift

) /"‘ @ B2

MewWindow | Help | Customize Page | B,

EMP D: 0093989 EmplRcd #: [

work Location fng st (4 or g (M Lant
HR Status: Active Paytoll Status:  Active =
*Effective Date: [06/10/2008 ) sequence: g O “Joh nicator | PrimanyJos v
Action | Reason: Pay Rate Change v\ ‘ Step Progression v‘
= Current
Last Start Date: 061101991 Termination Date:
Expected Job End Date | &

Pasition Number: 00010834 @ Mailraorm Assistant Position Entry Date: 10(27/2004

Regulatory Region: UsA United States

Compamy Ums University of Maine System

Business Unit: UmMs0s University of Maine

Department: 0PRSS UM Printing Services Department Entry Date: 0EM10M991
Location: 000100 Orono Carnpus

Establishment ID: UMS05 Q University of Maine

Position Management Record

Date Created: 06/03/2003
Job Data Employment Data  Earnings Distribution Benefits Pragram Participation ‘
B seve ‘ L Returnto Search | [=] hotify SiNextteh | L Refresh £ Include History ‘

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Co

&) Dore

8 @ Trusted sites

Step

10.

11.

12.

Action

Click thePlus (+) key to add a new job row.

EnterEffective Date of the status change.

TheSequence field defaults to '0'". If the added row has theneaffective date as
the prior row, the sequence number must be chatogéng next higher number.
Otherwise, do not change.

Click the drop down arrow to select from thetion list.
Click theData Change list item.
[Data Change |

Click the Drop Down Arrow to select from tiAection/Reason list.
Click theStatus Change list item.
[status Change |
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A

MaineStreet

Jonathan Swift EMP ID:

Work Location

HR Status: Active Paytoll Status:  Active
*Effective Date: [07/01/2008 B sequence: [o o *Job Indicator M|
Action / Reason: | Data Change ¥ e ]
Current
Last Start Date: 061101991 Termination Date:
Expected Job End Date |
Position Number: 0R01naaY Q. baivoom Assistant I Position Entry Date: 1042772004
Overtide Position Data Position Management Record

Regulatory Region: UsA United States
Compamy Ums University of Maine System
Business Unit: UmMs0s University of Maine
Department: 0PRSS Un Printing Services Department Entry Date: 06101991
Location: 000100 Orono Carnpus
Establishment ID: UMS05 Q University of Maine

Date Created: 09/03/2009

Jub Data Employment Data  Earnings Distribution

Benefits Program Fatticipation ‘

Save | LUReturnto Search Notify (SiNexttab | iRefresh | 7 Incluce History
e

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Co

MewWindow | Help | Customize Page | B,

&) Dore

8 @ Trusted sites

Step Action

13.

If information on the Position Data Table hasrbapdated, the position number

must be deleted and re-entered to populate thegeldainto the appropriate fields

in Job Data. This is a three-step process:

Step 1: Blank out the position.

14.

15. Step 3: Re-enter the Position Number.

Step 2: Tab out of the Position Number field.
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Jonathan Swift EMP D: 0093989 EmplRcd #: [
Work Location
HR Status: Active Paytoll Status:  Active =
*Effective Date: [07/01/2008 B sequence: g O “Joh nicator | PrimanyJos v
Action /Reason: ‘ Data Change v ‘ Status Ghange v/
Current
Last Start Date: 061101991 Termination Date:
Expected Job End Date | B

00010634 Q Position Entry Date:
Position Management Record

Position Nurnb

Regulatory Region: UsA United States

Compamy Ums University of Maine System

Business Unit: UmMs0s University of Maine

Department: OPRSS UM Printing Services Department Entry Date: oeroreel
*Location: 000100 Q Orario Carmpus

Establishment ID: UMS05 Q University of Maine

Date Created: 09/03/2009

Jub Data Employment Data  Earnings Distribution Benefits Program Fatticipation ‘

Save | LUReturnto Search Nolity | @ Previoustah | EiMextteh | AyRefresh | EUpdsteDisplay Incluce History
e

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Co

MewWindow | Help | Customize Page | B,

&) Dore

8 @ Trusted sites

Step Action
16. Click theJob Information tab.
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@ 3% w-LE 8

NewWindow | Help | Customize Page |

Jonathan Switt EMF

ID: EmplRcd# 0
Job Information Find  First 1otz O past
Effective Date: 0710142009 Effective Sequence: o D Job Indicator:  Primary Joh
Action / Reason: Data Chg Status Change Current
Job Code: 0401 Mailroom Assistant || Entry Date: 0B 041991
Supervisor Level:
Reports To: ooomo174 Supenvisor, Mail Services 0099998 John Smith
RegulariTemporary: Regular FullPart: Part-Time
Empl Class: *Officer Code:
Regular Shift: MiA Shift Rate: 1 ,_
Standard Hours: 2000
Work Period: W Weekly
FTE: 0.500000

Contract Number: Q Contract Type:
Mext Contract Mumber

y s
Joh Data Employment Dats - Eamings Distribution Beneiits Prograrm Participation |
B save ‘ L\ Returnto Search | [=] Notify Previoustab | (S MNexttab | b Refresh A Include History ‘

Wark Location | Joh Information | Joh Labor | Payroll | Salary Plan | Compensation

&) Done B @ Trusted sites

Step Action
17. Review information on the panel for accuracy.

Standard Hour s defaults from Position Data. To change this figldyust first be

first be opened for editing by clicking tlverride Position Data button on the
Work Location panel.

[Benefits Program Patticipatior]
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Q-0 NG Lke & =@ -JFd B

NewWindow | Help | Customize Page |

Benefit Program Participation

Jonathan Swit EMP ID: 0099999 EmplRcd # 0

Benefit Record Number: |0

Fing  First 4 1oz O Last

Effective Date: 07/01/2008 Effective Sequence: 1}
Action | Reason: Data Change Status Change
Current
*Benefits System: Benefits Employee Status:  Active
Annual Benefits Base Rate: 235872005 usD Annhual Rate 11,793.600
[CIManual Override ABBR
ABBR Override Date (G

Benefits Administration Eligibility

BAS Group ID: 005 2 UM Employee Group

*Part_Time Status | None v *Eligible Mo - Work Calendar Q
PATFA Status v Elig FId 5: Elig FId 6:
Non-Contril v Eligy Fld 8: Cohort

Benefit Program Participation 1 A First (1) 1 o 1 [ Last
*Effective Date “Benefit Program Currency Code =
oanoreen [ uP1 Uniwversity Part-time Ben Prog usD
Job Data EmplovmentData  Earnings Distribution Benefits Program Participation
& save | LiReturnto Search Motity | s Refresh & Include History
&) Done B @ Trusted sites

Step Action
18. C.Iick the drop down arrow to select from fart-Time Status list.

19. Click theBen Reg list item.

NOTE: The information in the Benefit Program Participatgection of this page
will update programmatically after the benefit eiveas been closed.

20. Click theSave button.

21. End of Procedure.
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