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Clone an existing Position
Trigger:

Concept

Description:

Use this process when creating a new positionisheatclone' of an existing position. The data
from the existing position can be duplicated irite hew position.

Examples
- Creating a new AAI position in a department

- Creating new student positions in a number fiédint departments.

Please refer tdattp://www.maine.edu/pdf/UsingUPK.pdf
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Procedure

Personalize Content | Lavout Help
Menu =
| Search:

[ Wiy Favarites

[ Self Serice

[ Manager Self Service

> University of Maine System
[ Waorkforee Administration
> Benefits

(> Time and Labor

- Payroll for Morth America
[ Workforce Development

[> Organizational Development
[ ¥ypriforee Monitoring

[ Sat Up HRMS

> SetUp SACR

(> Entarprise Components

[ Reparting Tools

[ PeopleTools

[~ Return to Poral

[~ hly Personalizations

|~ My Dictionary
o
l”"‘tgeopthuﬂ
&) bone S @ mnternet

Step Action
1. Click theOr ganizational Development link.

[ Craganizational Development

2. Click thePosition Management link.
[ Position Management]

3. Click theMaintain Positiong/Budgets link.

[ Maintain
FositionsiBudgets

4, Click theAdd/Update Position I nfo link.

P dilpdate Pasition
Inifo
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# MaieStreet

Search:

|®
[ Wy Fawarites
[ Self Serice
[ Manager Self Service
[ University of Maine System
(> Workforce Administration
(> Benefits

> Time and Labor
[ Payroll for North America
- wiprkforce Developrmant
[ Qrganizational Developmant
= Position Management
= Maintain
PosiionsiBudgets

— Update Dept Budget

> Review Position/Budget
Info
> Pogition Reports
[ Create Organization
Structure
1 Warkfaree Monitaring
[ SetLip HRMS
- SetLlp SACR
[ Enterprise Components
[ Reporting Tools
[ PeopleTools
|- Return to Portal
|- My Personalizations
|- My Dictionary

Home

bew viindow | Helo | 5}

AddiUpdate Position Info
Enter any information you have and click Search. Leave fields blank far a list of all values

Find an Existing Value [}

Position Number: hegins with » H

Description: begins with |

Position Status: = b ‘ ‘ v
Business Unit: begins with & || @
Department: begins with v | Q

Job Code: begins with || [}
Reports To Position Humber: | begins with ~ |

[Clinclude History  []Correct History [] Case Sensitive

Search I Clear J Basic Search [ Save search Criteria

Find an Existing Value \ Add & MewValues

&) Dore

5 Interet

Step

Action

Click theAdd a New Value link.
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Q-0 NRG LK RS = -JH B LR

# MaineStreet

Home Sign out

search: Iew window | Help |

[ My Favorites AddiUpdate Positien Info

[ Self Senice
- Manager Self Service
[ University of Maine System

Add a New Value

> workforce Administration §
> Benefits Position Number: 10000000
> Time and Labor

> Payroll for North America i

> wiorkforce Development

[ Organizational Devalopmeant

= Position Management Eind an Existing Value | Add 2 Mew alue

< Maintain
Fosii il

[> Review Position/Budget
Info
[ Pogition Reports
[ Create Qrganization
Structure
[ Workforee Monitaring
- SetLp HRMS
- SetLlp SACR
[ Enterprise Components
[ Reporting Tools
[ PeopleTools
|- Return to Portal
|- My Personalizations
|- My Dictionary

&) Done EE e

Step Action
0. Click theAdd button.
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Description

nd Incumbents:

Confract Data

Home

MewWindow | Help | Customize Page | B, 4

Pasition Information

Pasition Number: 00000000

Headcount Status: Current Head Count: 0 out of o
“EffeciveDates[0819/2008 [ stas: e 8] wwsizs |
Reason: NEW Qe Position ActionDate:  08/19/2009

“Position Status: | Aeproved v | Status Date; 08192009 [ Key Position

lob Information

“Business Unit:  UMS08 L University of Maina Systerm

Joh Code: [ & Manager Level:

“Reg/Temp: [ ~| ‘FullPart Time: | Fullk-Time  +

“Regular Shift: | NiA ~| Union Code: (I %

tie: ‘ SO TRIE: Detailed Positian Description
Long Title: [

‘RegRegion:  |USA QL United States

Department: | Q ‘Company:| QL
Location: [ T

Reports To: [ & Dotline: | Q

Supervisor Lyk: Q

Salary Plan Information

Salary Admin Plan: Q. Grade: aQ osem | Q@
Standard Hours: 0.00  Work Period: Q
» s

B save ‘ [ Natity (= Mext ah

Description | Specific Information | Budget and Incumbents | Contract Data | ECCP | Other Incumbents

3

<
&) Dore

8 @ Trusted sites

Step Action
7. Click thelnitialize button.

Initialize
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#
Position Management - HR: Clone an existing Position
Q- O ARG LK R = KB
(=13
Hew window | Heln | 15
Default Position Data
Enter a Position Number te default from
Posttionumber: | |Q
€] Done 8 @ Trusted sites

Step Action

8. Enter the position number of the 'existing' goaitinto thePaosition Number
field.
9. Click theOK button.
Page 6
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N Pk 2% u-LJKd

Description | Specific Infarmation | Budgstand Incumbents | Confract Data

MewWindow | Help | Customize Page | B, #

Position Information i First 4 1 or 1 [P Last
*
Position Number: 00000000 &
Headcount Status: Current Head Count: 0 out of o
*Effective Date; 0311912008 5 *Status: [actve ]
Reason: NEW Qe Position ActionDate:  08/19/2009
“Position Status: | Aeproved v | Status Date; 08132008 & [ Key Position

lob Information

*Business Unit:  UMS03 L University of Maine Fart Kent

Joh Code: [551'17 QU Administrative Assistant | Manager Level: Al Other Positions

‘RegTemp: | Regular v/ “FullPart Time: | FullTime v

“Regular Shift: | MA v UnionCode: 003 QU COLT Represented Classified
Title: \Administrative Assistant| Short Title: ;W

Detailad Fosition Description

Long Title: [
[Work Location
“Reg Region: Usa QL United States

Department: | KADMS Q. admissions “Company: [UMS L University of Maine Systerm
Location: k00100 @ FortKent Campus
Reports Ta: 00011308 QL Director of Admissions Dot-Line: Q

Supervisor Lyk: Q

Salary Plan Information

Salary AdminPlan: [0 Grade: 19 Q. sem | @
Standard Hours: 4000 Work Period: W/ QL weekly

Mon Tue Wed Thu Fri un

(o] [ om) [ o9 [ o0 [om [ 10

» = ysa

B seve ‘ [=] Notity | = Mexd tab
<

3

&) Dore

8 @ Trusted sites

Step Action

10. Enter the effective date of the new position itheEffective Date field.

11. Data must be entered into theng Title field. Enter title up to 254 characters.

12. Review and change any additional fields on thisgb as appropriate.

Click the Specific Information tab.

cific Information
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MewWindow | Help | Customize Page | B,

_Deseription | Specific Information | Budgetand Incumbents | ContraciData | | otherIncumnbents
Position Number: 00000000
Headcount Status: Current Head Count: 0 out of 0
Specific Information piest 1 4 o 1 [ Lt
Effective Date: 08/01/2008 Status: Active
Sl Retig i, i [Jupdate Incumbents
Max Head Count: [ 1 Include Salary PlaniGrade
Mail Drop ID: [ Budgeted Position
\Work Phone: [Cconfidential Position
Health Certificate: |I| [[] Job Sharing Permitted
i Authority: | ([ available for Telework
 Education and Government
Paosition Pool ID: [a
*Pre-Encumbrance Indicator: | Immediate & Calc Group {Flex Service): \ Q
*Encumber Salary Option: Salary Step v ic Rank: ’70\
*Classified Indicator: FTE: [1.000000 [+ Adds to FTE Actual Count
& save | [T Notify | @ Previoustab | =8 Nexttsb Esndd | FlUpdsteDisplay | ] Include History

Description | Specific Information | Budget and Incumbents | Contract Data | EGCP | Other Incumbents

&) Dore

8 @ Trusted sites

Step Action

13. Click thedrop down arrow to select from th@re-Encumbrance Indicator list.
14. Click theNone list item.

15. Click thedrop down arrow to select from th€lassified Indicator list.

16. Select an item from th@lassified I ndicator list.
Regular ]
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-0 KRB L S a-LUdd

# MaineStreet

Home

MewWindow | Help | Customize Page | B,

| other Incurr

Position Number: Ooooooon

Headcount Status: Current Head Count: 0 out of i}
Specific Information

Effective Date: 08/01/2000 Status: Active

Joh Profile ID: <

[Cupdate Incumbents

Max Head Count: 1 Include Salary PlaniGrade
Mail Drop ID: [ Budgeted Position
\Work Phone: [Cconfidential Position

Health Certificate: I | [[] Job Sharing Permitted
i Authority: I [ awailable for Telework

Position Pool ID: [ &
*Pre-Encumbrance Indicator: | Mone ha Calc Group {Flex Service): \ Q
*Encumber Salary Option: Salary Step v ic Rank: Q

*Classified Indicator: - FTE: 1.000000 Adds to FTE Actual Count

& save | [T Notify | @ Previoustab | =8 Nexttsb Esndd | FlUpdsteDisplay | ] Include History

Description | Specific Information | Budget and Incumbents | Contract Data | EGCP | Other Incumbents

€] favaseript: submitction_win(dorument.wind, #ICPaneli); 8 @ Trusted sites

Step Action
17. Click theContract Data tab.
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Q-0 RNEd ke 28 @-LJF 2

# MaieStreet

(=13
MewWindow | Help | Customize Page | B,

Deseription | Spesific Information | Budoetand Incumbents | Contract Data | | Other Incurnbents

Position Number: Ooooooon

Headcount Status: Current Head Count: 0 out of i}
Contract Data First 14 o 1 [F] Lot
Effective Date: 09/01/2009 Status: Active
Contract BeginDate | Contract Status b
Expected End Date = ActualEndDate | E]
Contract Type we Maximum End Date [ 2]
Contract Comment
B save | [Snotity | @ Previoustab | S Mexttsb Esadd | FlupdsteDisplay | ] Include History

Description | Specific Information | Budget and Incumbents | Contract Data | ECCP | Other Incumbents

&) Done B @ Trusted sites

Step Action
18. Enter information on th€ontract Data panel if applicable.

To continue: Click th&CCP tab.
FI
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Q-0 RNE& ke 2

# MaieStreet

2 @

MewWindow | Help | Customize Page | B,

Deseription | Spesific Information | Budgetand Incumbents | Coniract Dala Gther Incumbents

Position Number: 00000000

Headcount Status: Current Head Count: 0 out of 0

Effective Date: 09/0142009 Status: Active

ECCP Program: [ e RoomandBoard: N
Work Year Calendar: | Q Points:

Job Family:

Category Hame Description

& save | [T Notify | @ Previoustab | =8 Nexttsb Ertdd | FlUpdstelisplay | 2] Include History

Description | Specific Information | Budget and Incumbents | Contract Data | ECCP | Other Incumbents

&) Dore

8 @ Trusted sites

Step Action

19. Enter information on thECCP Panel if applicable.
To continue: Click th®©ther Incumbents tab.

Cther Incumbents
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C-O0 HRB|LHe 2

# MaieStreet

iz B

Position Number: Ooooooon

Headcount Status: Current Head Count:

0 out of i}

Current Incumbents o | 3

Position Humber  [EmpliD Empl Recd Hbr  |Effective Date Earnings End Date Job Code  |Hame

1 00000000 0 08/19/2009

@ save | SINotity | @Previoustab | G5bedt tab Eradd | FlupdateDisplay | 4 Include History

Description | Snecific Infarmation | Budget and Incumbents | Contract Data | EGCP | Other incumbents

&) Done B @ Trusted sites

Step Action
20. The Other Incumbents panel will display employwéh this position number in
Additional Pay.

To continue: Click thé&ave button.

21. End of Procedure.
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