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Personal Data Change

Concept

Description:

Employees should be encouraged to make changé®mite mumbers, Home and Mailing
Address, and e-mail (other than Business E-madjesbes via self-service.

Employee may have changes to their marital statigary status, work eligibility, e-mail
address, home phone number, etc. Changes are\eftdated and involve inserting a new row of
data. For changes to an employee's hame or adéfesso the following processes:

- Address Change

- Name Change

Please refer tdattp://www.maine.edu/pdf/UsingUPK.pdf
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Step Action

1. Click theWorkforce Administration link.

[i= warkforce Administration]

2. Click thePersonal I nformation link.

[z Persanal Informatian|

3. Click theM odify a Person link.
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Procedure:

Q-0 NG PLkeRLEm-UH 3
'# MaineStreet

Mew window | Help | B2k

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

Find an Existing Value

Alternate Character Name:| beging with |+

EmpliD: begins with « |
Name: begins with + ||
Last Name: begins with v ||
Second Name: begins with v ||
[
[

Middle Name: beging with v

[Jinciude History []Correct History [ Case Sensitive

Search Clear | Basic Search B Save Search Criteria

Find an Existing Value | Add a New Value

€] Done B @ Internet

Step Action

4, Enter EmplID, Name or Last Name. Drop down mesarsbe used to select
'begins with', 'contains’, etc. to locate an emeéoyrhe more data that is entered,
the narrower the search and the shorter the seasalts list for review.

5. Click theSearch button.

If multiple employee records are listed, click dpgpropriate employee record.
Search
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Sugan Brown Person ID: 0083999

Find | view & First 4] 1 or 1 [P Last
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 o [ view a1 First [ 1 o1 4 [ 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 G | Find | view a1 | B8 First [ 101 ] Last

*Country *Mational ID Type Primary ID
usa Q. social Security Mumber v 005-48-9999 [=1

B save ‘ ,QRalumlcuSean:h‘ [=] notity | ‘ = Nexd tab | L Refresh ‘ B Ao # Incluge History

Biographical Details | Contact Information | Resional

New Window | Help | Customnize Page |

i

8 @ Trusted sites

Step Action

6. Click thePlus (+) key to add a new row of data into tBéographical History

section.

7. Enter the effective date of the change intoBEffective Date field.

8. Click the drop down arrow to select from tHeghest Education Leve list.

9. Click the appropriate item from thtighest Education L evel list.

10. Click the drop down arrow to select from tarital Statuslist.
11. Click the appropriate item from tiéarital Status list.
[sinale |
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Step Action
12. Enter the effective date of the change to MaBtattus into thé\s of field.

C-© HRG|,L,hke L m-LUA D

Ilew Window | Help | Customnize Page Saved

Susan Brown Person ID: 0099998

First [ 10 1 7] Last
Effective Date: 0810142009 =
Format Type: Enaglish
Display Name: Susan Brown Wiew Mame

Biographic Information

Date of Birth: 020611949 i B0 Years G Months Date of Death: 5

Birth Country: usa 3 United States
Birth State: Q
Birth Location: | Waive Data Protection [
Biographical History . First 4] 102 O Lot
+

i 08/01/2008 [+ FE=
*Gendar: Female -
*Highest Education Level: F-2-Year Callege Degree v
*Marital Status: Single v|Asof: (080172009 5
Languago Cocio:
Alternate ID:

CIFull-Time Student

~ National ID

B seve | L Returnto SEErEhl =] Notify | & Previous tab | =5 Nexd tab | ) Refresh | Eradd | Flpdeteispley | 42 Include History

Biographical Details | Contact Information | Redional

€] S @ Trusted sites

Step Action

13. Click theContact I nformation tab.
cantact Inf [nly
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Q-0 BWR®B|L

MewWindow | Help | Customize Page | B,

Susan Brown Person ID: 0083989

Current Addresses

u
“ddmss As OfDate |Status |Address

302 Stillwater Ave
s Old Town, ME 04458
302 Stillwater Ave
Old Town, ME 04468

Barrows Hall 113
HE s Orono, ME 04469

08/27/2003

Barrows Hall 101

mleS@mame edu [+ [=]
| other | [BUSAN@EECE.MAINE EDU [m| =
B save ‘ Ly Return to Search ‘ [E]nctity | @ Previoustan | =0 Nexttah | L Refresh ‘ [E oot 4 Incluge History

Bingraphical Details | Contact Infarmation | Redional

&) Done B @ Trusted sites

Step Action

14, Click thePlus (+) key in thePhone I nfor mation section to add a new row of
data.

15. Click the drop down arrow to select from fleone Type list.

16. Click the appropriate item from tiiRhone Type list.

Cellular

17. Enter the desired information into thelephone field.

NOTE: Enter phone number without spaces or dashes. Numithde re-
formatted upon tabbing out of the field.

18. Click thePlus (+) key in theEmail Address section to add a new email address.
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Step Action
19. Click the drop down arrow to select from t&eamail Type list.

20. Click the appropriate item from tlieMail Type list.

[Home |

21. Enter the new E-mail address into fhenail Address field.

MewWindow | Help | Customize Page | B,

Susan Brown Person ID: 0098949

Current Addresses C o B Fpe 4] g
Addiess  hs orDate [Status |Address
302 Stillwater Ave
0ld Town, ME 04488
302 Stillwater Ave
Old Town, ME 04468
Barrows Hall 113
BRI Orono, ME 04469

082712003

08/27/2003

121182008 Barrows Hall 101

Phone Information
*Phone Type

&

Business niles@maine.edu
Other + | [8USAN@EECE MAINE EDU [F] =
| Home ~ | [sBrown@natmail.som IF] =]

B seve | L\ Returnto Search | S Notity | @& Previoustab | S Next tab | ) Refresh | Eradd | Flpdeteispley | 42 Include History

Bioaraphical Details | Contact Information | Regional

&) Done B @ Trusted sites

Step Action
22. Click theRegional tab.
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MewWindow | Help | Customize Page | B,

Person ID: 0083333

> Euysa

L United States

/112008 [+ F[E
e e [pgm12008 [
Date Entitled to Medicare: | [y Military Status: ‘eteran of the Vistnam Era v

Citizenship (Proof 1): ‘ Citizenship Proor2y: |
Eligible to Work in U.S.

Smoker History

' [ & =
ﬁSave‘ ,QRalumlcuSean:h‘ Elenyl Prevmuslah‘ | L Refresh ‘ B Ao ‘ # Incluge History

Bioaraphical Details | Contact Information | Regional

€] B @ Trusted sites

Step Action

23. If adding a new ethnic group that will be desigaaasPrimary, it is necessary to
‘unclick’ the current Primary indicator prior todg a new row.

24, Click thePlus (+) key in theEthnic Group section to add a new row.
25. Click theL ook up Ethnic Group button.

26. Click an entry in thé&thnic Group column.

27. Click thePrimary option.

=]
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Step Action

28. Click thePlus (+) key in theHistory section to add a new row.

29. Enter the effective date of the change intoEffective Date field.

30. Click the drop down arrow to select from tiglitary Status list.

31. Click the appropriate item in the Military Stafisg.
[weteran ofthe vietnam Era |

32. Click theEligibleto Work in U.S. option to indicate that you have received an I-
9 for this employee.

33. Click theSave button.

34. End of Procedure.
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