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Create a New Position

Concept

Description:

Use this process to add a new position to the iBodilata Table.

NOTE: If creating a new position that is a 'clone’ ofeaisting position (i.e. creating a new
student position in a number of departments orticrga second AAI position in a department)
the data from the existing position can be dupéidanto a new position.

SEE process:Position Data - Clone an existing Position"

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

0 O REv,he e % LS

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
(> Wiorkforee Monitoring
[ Reporting Tools
[ PeopleTools
[ Packaging
- Eeturn to Pottal
[~ iy Personalizations
— hily Systern Profile

|~ iy Dictionary
by
lW‘"ﬁaoplesmt
&) bone S @ Trusted sites

Step Action
1. Click theOr ganizational Development link.

[ Craganizational Development

2. Click thePosition Management link.

|[> Fosition Management |

3. Click theMaintain Positiong/Budgets link.

[ Maintain
FositionsiBudgets
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Home

Search:

[ ‘ ® ﬁf Maintain Pesitions/Budgets Esit "Mairtain Posiions/Budcets* Folder
[ Wy Fawarites =

& Selt Senvice Idertifies positions within organizetion, budgets for positions, and allows for crestion of job requisitions

(- Manager Self Service = AddiUpdate Position Info Update Dept Budget Data

(- University of Maine System E Ertter the description, work location, and other information skolt & postion, E Idertify salaries and FTEs for postions with an approved budget status

- Workforce Administration
> Benefits

- Compensation

[ Time and Labor

> Payroll for Noh America

> Payroll Interface

(> wiorkforce Developriant

[~ Organizational Development
= Pasition Management

b on
Infa
— Update Dept Budget
_Data
- Review Position/Budget
Infa
[ Pogition Reports
> Enterprise Learning
- WDrkforee Monitoring
(> Repoting Tools
- PeopleTools
- Packaging
|- Beturn to Partal
|- My Personalizations
= My Systermn Prodile
|- Ity Dictionary

=1

&) Done B @ Trusted sites

Step Action
4, Click theAdd/Update Position Info link.
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-0 KRB LHe RS m-LHS

# MaineStreet

B

Iew window | Help |

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

Find an Existing Vfalue

Position Humber: hegins with '~ H

Description: heging with v |

Position Status: = v ‘ ‘ - ‘
Business Unit: begins with + || Q
Department: begins with || Q

Job Code: begins with + || Q

Reports To Position Number: | begins with |

[linclude History  [JCorrect History [] Case Sensitive

Search | Clear | Basic Search [ Save Search Criteria

Find an Existing Value \ Add & MewValue

&) Dore

8 @ Trusted sites

Step Action
5. Click theAdd a New Value link.
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B

Eind an Existing Yal.

Q-0 NG LHke & =m-JFd B

' MaineStreet

Iew window | Help |

AddiUpdate Position Info

EC] Add a New Value

Pasition Number: 00000000

Add

Eind an Existing Value | Add 2 MNew alue

&) Dore

8 @ Trusted sites

Step

Action

When entering a new position, Do NOT enter atmsNumber. The Position

Number is assigned by the system and will remaB®00000 until the record is
saved.

Click the Add button.
Add
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A

MaineStreet

Mew Window | Help | Customize Page

12 &
i

Pasition Information

*
Position Number: 00000000 &
Headcount Status: Current Head Count: 0 out of o

‘Effective Date: [08/17/2008 [5 ‘Status: [2etve v M‘

Reason: NEW Qe Position ActionDate: 031712009

“Position Status: | Aeproved v | Status Date; 08/17/2009 [ Key Position

lob Information

*Business Unit: UMS08 L University of Maine Systam

Joh Code: [ & Manager Level:

“Reg/Temp: [ ~| ‘FullPart Time: | Full-Time v

“Regular Shift: | A v UnionCode: | Q4

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

[Work Location

“Reg Region: Usa QL United States

Department: Q ‘Company:| QL
Location: Q
Reports To: aQ Dot-Line: aQ

Supervisor Lyk: Q

Salary Plan Information

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

» = ysa

B save ‘ [ Natity (= Mext ah

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

I3

<
&) Done B @ Trusted sites

Step Action
7. Click thePlus (+) button to add a new row.

NOTE: The 'Initialize' button may be used to 'clone' aifpon. For additional
instructions, see thdPosition Date - Clone an existing position" process.

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

NOTE: The effective date of the position must be on oliexathan the effective

date of the employee's record in job data.

9. Click theL ook up Business Unit button.

10. Click an entry in either thBusiness Unit or theDescription column.

University of Maine
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Step
11.

12.

13.

14.
15.
16.

17.

18.

19.

Action
Enter the desired information into thab Code field.

NOTE: Once the job code has been entered, marheotmaining fields on this
panel will populate with default information fromnet job code table.

Title defaults from Job Code Table, but can benged. Enter the desired
information into theTitle field.

Enter the desired information into theng Title field.

NOTE: Data must be entered in this field. Data mttén this field populates the
'‘Business Title' field in Job Data. An Error wipear on the Position Audit
Report if left blank. Enter title up to 254 chaexst

Enter the desired information into tBepartment field.
Enter the desired information into tReports To field.

Click theL ook up Supervisor Lvl button.
&l

Click an entry in thé.ook UP Supervisor Lvl list. Items in either the Supervisor
Level or Description column my be selected.

Superisor
Click theL ook up Grade button.

Click an entry in thé ook Up Grade List. Items in either Salary Grade or
Description columns may be selected.

[UMS Salaried Plan Grade 03]
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Home

MewWindow | Help | Customize Page | B, 4

Description nd Incumbents:

Confract Data

Pasition Information

Position Number: 00000000

Headcount Status: Current Head Count: 0 out of o
“EffeciveDates 0810112005 stas: e 8] wwsizs |
Reason: NEW Qe Position ActionDate: 0811772009

“Position Status: | Aeproved v | Status Date; 09/01/2009 [ Key Position

lob Information

*Business Unit: [UMS05 O University of Waine

Job Code: [f918 @ student Life serices Manager Level: ~ All Other Positions
‘RegiTemp: Regular | ‘FullPart Time: | Ful-Time v
‘Regular Shift: | A v| Union Code: | QL

Title: [Acadermic Advisor Short Titie: [5td Lire

Datailed Position Description

Long Title: |Academic Advisor

‘RegRegion:  [USA Q. United States

Department: ’WQ UM Adrissions Companmy: UMS University of Maine System
Location: [oo0100 1@ 6rono campus

Reports To: (00011756 ©U Gen Assoc Dir Adms — Spec Pop potline: | 2

0099989 John Smith

Supenvisor Lvi: |7 Q. supenisor

Salary Plan Information

Salary Admin Plan: (U Grade: 03 Q. sem | Q@
Standard Hours: 4000 Work Period: W/ QL weekly

Mon Tue Wed Thu Fri un

Sat 5
8.00 8.00 2.00 8.00 2.00
h- =117 —
FLSA Status: Professional v ining Unit: 3888 Q@

3

<
&) Done B @ Trusted sites

Step Action
20. Click theSpecific Infor mation tab.
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MewWindow | Help | Customize Page | B,

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

Effective Date: 08/01/2008 Status: Active
Sl Retig i, 2 [Jupdate Incumbents
Max Head Count: /71 Include Salary PlaniGrade
Mail Drop ID: [ Budgeted Position
\Work Phone: ) [Cconfidential Position
Health Certificate: :| [[] 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: [0.000000 [ Adds to FTE Actual Count
& Save Motify | @ Previoustab | =8 MNexttab Esndd | FlUpdsteDisplay | ] Include History

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

&) Done B @ Trusted sites

Step Action
21. Enter the desired information into thlkax Head Count field.

Regular positions with a One-to-one ratio positimeimcumbent should have this
field value set to '1'. Multiple incumbent positio(Student, Part-time Faculty,
Temp) should have a field value of '999'.

22. Click theBudgeted Position option.

23. Click thedrop down arrow to select from th@re-Encumbrance I ndicator list.
24. Click theNone list item.

25. C.Iick thedrop down arrow to select from th€lassified Indicator list.

26. Select the appropria@assified Indicator.
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Step Action
27. Enter the desired information into tREE field.
28. Click theAddsto FTE Actual Count option.

Hew Window | Heln | Customize Page | 5L

Position Number: 00000000

Headcount Status: Current Head Count: 0 out of o
Specific Information

Effective Date: 0a/01/2008 Status: Active

: Q
Joh Profac Ib: Clupdate incumbents
Max Head Count: 1 Include Salary Plan/Grade

Mail Drop ID: \ Budgeted Position
Work Phone: [T confidential Position
Health Certificate: v [T 4oh Sharing Permitted

Authority: bt

[ awailable for Telework

Position Pool ID: [a

“Pre_Encumbrance Indicator: | Mone v Calc Group (Flex Service): | (&

*Encumber Salary Option: Salary Step v ic Rank: Q

*Classified Indicator: FIE:  [1.000000 (7] Adds to FTE Actual Count
B save | [Snotity | @ Previoustab | S Mexttsb Esadd | FlupdsteDisplay | ] Include History

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

€] Done

5 @ Trusted sites

Step Action
29. Click theBudget and Incumbents tab.

Budget and Incumhbents
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MewWindow | Help | Customize Page | B,

| Gther Incurnharts:

Paosition Number: ooonooon

Headcount Status: Current Head Count: 0 out of i}
Current Budget

Head Count: 0 Current Budget FTE: 0.00 Amount: 0.0005]

Current Incumbents

EmpliD

o 0.00 Job Data

& save ‘ [=] notity I @ Previous tah ‘ = Mext tab | B Auid Eumatemusplayl #l Include History

Diescription | Snecific Infarmation | Budget and Incumbents | Contract Data | ECCP | Other Incumbents

&) Dore

8 @ Trusted sites

Step Action

30. The Budget and Incumbents panel is informatioihaisplays information for
incumbents in a current active position and cabeothanged. No data will

appear on this panel until the position has besigasd to an employee in job
data.

Click theContract Data tab to continue.

Contract Data
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MewWindow | Help | Customize Page | B,
| Gther Ineurnbents
Position Number: 00000000
Headcount Status: Current Head Count: 0 out of i}
Contract Data A Firat 114 o 1 [P Last
Effective Date: 08/0142009 Status: Active
Contract BeginDate | Contract Status ~
Expected End Date E] ActualEndDate | &
Contract Type v Maximum End Date [ &
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

31. Contract Data is maintained for employees whatantracts or funding for a
specified length of time.

Enter the desired information into t@entract Begin Date field.

32. Enter the desired information into tBgpected End Date field.
33. Click thedrop down arrow to select from th€ontract Type list.
34. Select the appropriat@ontract Type.

35. Click thedrop down arrow to select from th€ontract Status list.
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Step
36.

37.

38.

Action

Click theActive list item.

Enter the desired information into thlaximum End Date field.

Enter the desired information into tBentract Comment field. This is an
optional field for storing contract information.

Position Number:

_Deseription | Specific Information | Budgetandincumbenis | Contract Data |

00o0aogo
Headcount Status:

MewWindow | Help | Customize Page | B,

| Gther Ineurnbents

Current Head Count: 0 out of i}
o

First (4] 4 o 1 [F Last

Effective Date: 09/01/2009 Status: Active

Contract Begin Date  09/01/2008 Contract Status Active %
Expected End Date [oer3ti2011 [ Actual End Date I

Contract Type FIX | Fixed Length Appointment Maximum End Date 08/31/2011 B

Contract Comment | FUlltime Fixed Length Appaintrent|

B seve | =] notity

@& Previoustab | S Mexttah Ersdd | FlUpdateDisplay | & Include Histary

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

&) Dore

8 @ Trusted sites

Step
39.

Action
Click theECCP tab.
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Q-0 RNRAG L, e 25 &

‘# MaineStreet

-LJE 3

MewWindow | Help | Customize Page | B,

_Deseription | Specific Information | Budgetand Incurmbenis | Contract Data Gther Incumbents
Position Number: 00000000
Heatcount Status: Current Head Count: 0 out of o
First (4] 4 of 1 [F] Last

Effective Date: 09/0142009 Status: Active

ECCP Program: | Q RoomandBoard: N

Work Year Calendar: | Q Points:

Joh Family: Student Life Services

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

&) Done B @ Trusted sites

Step Action
40. Click theL ook up ECCP Program button.

41. Click SALARIED in theECCP Program column.
SALARIED

42. Click theL ook up Work Year Calendar button.
&

43. Select the appropriate item from WWeork Year Calendar list.

Monthly 8 WMonth

44, Click thedrop-down arrow to select from th€ategory Name list.
45. Select an appropriate item from f@ategory Name list.
[conTacTS |
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Step Action

46. Click the drop-down arrow to select from ey list.
47. Select an appropriate item from ey list.
48. Click thePlus (+) key to add a new row.
49, Click thedrop-down arrow to select from th€ategory Name list.
50. Select the appropriate item from f@ategory Name list.
[Fiscal |
51. Click thedrop-down arrow to select from th&ey list.
52. Select the appropriate item from tkey list.
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Q-0 RRAG L, e 25 &

# MaineStreet

-LJE 3

(=13
MewWindow | Help | Customize Page | B,
Deseription | Sperific Information | Budgetand Incurnbents | ConiractData Gther Incumbents
Position Number: 00000000
Heaticount Status: Current Head Count: 0 out of 0
Firat (4 4 o 1 [ Lagt

Effective Date: 09/0142009 Status: Active

ECCP Program: [ . oty Salaried Employees ROOm andBoarg: M

Work Year Calendar: MTLY9MO O o g wonth Points: 120

Joh Family: Student Life Services

| #
Catenony Hame Descrintion ey
1| CONTACTS v Contacts

Fiscal Responsibility

& 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
53. Click thePlus (+) key to add a new row.
Continue to add rows until values have been addedlf Categories.
NOTE: The 'Points' total is programmatically calculateddd on the selection in

the Key column.
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MaineStreet

0 0 HEG %02 a-UMs

# MaineStreet

Home:
MewWindow | Help | Customize Page | B,

and Incumbents. | Confract Data: Other Incumbents

Position Number: 00000000

0 out of

Headcount Status: Current Head Count:

Effective Date: 09/0142009 Status: Active

ECCP Program: | B yontiy Salsried Employees  FOomandBoare N

Work Year Calendar: MTLYS MO S povin o wonin Points: 470
Job Famihg Student Life Senices

[ [CatesorvMeme  [Deseriion |
1 ID' Knowledge
[merct

<
P
=}

m
E
BEEEEEE

Certificate or license

Scope 83 v| 120

& [ mpacT Impact o0
5| conTAcTs v Contacts

5 Work Envronmant
7 | SUPERYISN v Superision
8| FISCAL - Fiscal Responsibility

& save | LLReturnto Search | [=T hlotify | & Previoustah | SaNexdtah | Erddd | FlUadatelispiay | 2 Include Histary

Description | Specific Information | Budoet and Incurmbents | Contract Data | ECCP | Other Incumbents

€] B @ Trusted sites

Step Action
54, Click theOther | ncumbents tab.

1er Incumhb
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C-0 HNRB| LS 2

# MaineStreet

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 08/17/2009

@ 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
55. The 'Other Incumbents' panel will display anyuimbent indicated by this
position number in Additional Pay.

To continue: Click thé&ave button.

56. End of Procedure.
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