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Concept

A promotion usually involves moving an employeatoew position and and increase in
compensation.

NOTE: For changes to Business Unit, Departmentardication, see the process.

Additional Information:

- If the promaotion results in a change in benedligibility, review theBenefits Program
Participation page and make any necessary changes.

- CheckTime Reporting, Enroliment and Termination process for Time and Labor setup, if
workgroup changes.

- ReviewDetail Distribution page for accurate distribution of earnings.

- ReviewPayroll Check Distribution process if check distribution changes.
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Navigation:

Q-0 NRG LP&ke ¢

Home

|/ Job Information

[ Wy Fawarites
- Maintain information about 2 person tied to a specific job record

[ Self Serice

[ Manager Self Service =] Joh Data = Add Emplovment Instance

(> University of Maine System = Erter job informatian including work lacation and compensation = Adet & new emplayment organizational Instance for & persan.
[ Workforce Administration details.

> Personal Infarmation

o= 2 e
[: Contract Administration - leEmew Job Information b/j Reports
&> Temporary ~ Inouiry pages and reports that show wark information for & - Cantains reports based on Jok dta of the Organization
Assignments person = Personnel Actions Histary

[ Review Jab Infarmation lob Surnimary. mplovess on Leave of Absence
[» Reports ittiple Jobs Summary emporary Emplovess
— Joh Data Years of Service
~ Add Employment
Instance
[ Warkforce Reports
[ Benefts

U Time and Lahor

> Payroll for Morth America
- workforce Development
- Organizational Development
> Workforce Monitoring

- SetLip HRMS

[ SetLip GACR

[ Enterprise Components
[ Reporting Tools

[ PeopleTools

|- Return to Portal

- My Personalizations

|- My Dictionary

€] B @ Trusted sites

Step  Action
1. Click theWorkforce Administration link.
2. Click theJob Information link.
3. Click theJob Data link.
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Procedure:

(€] = @ @&
# MaineStreet

I |

Search: Wew viindow | Hel | 5}
| Wy Faworites Job Data
- Self Service Enter any information you have and click Search. Leave flelds blank for a listof all values.

- Manager Self Service
- University of Malng System Find an Existing Value
[ Warkforce Administration
[ Persanal Infarmatian

< Joh Information EmpliD: [ begins with |
E(T:nntra:mﬂmlmslrannn Empl Rd Nbr: = o |
emporary 1

Assignments Name: [ begins with v ||
L E::‘;;“;J“h Information || act Name: | begins with ~ |
Second Name: | beging with + |
= IA”‘: Ermploviment Alternate Character Name: | begins with v ||

nstance
[ orkforce Reports Middle Hame: | begin with |

[ Benefits

[include History  [|Correct History [ Case Sensitive
[ Time and Lahor

[ Payroll for North America
i Workforce Development Search Clear | Basic Search Save Search Criteria

[ Organizational Development
[ Workfaree Monitoring

- SetLip HRMS

> et Up BACR

[ Enterprise Components

[ Reporting Tools

[ PeopleTools

|- Return to Fortal

|- My Personalizations

|- My Dictionary

€] Done S @ Trusted sites

Step Action

4, To Search for an existing employee, enter EmpliBxyid or Last Name. Drop-down
menus can be used to select 'begins with', 'ca@itatt. to asist in locating an
employee. The more information that is entered ndgmeower the search and the
shorter the search results list for review.

5. Click the Search button.

If multiple employee records are listed, click de tappropriate employee record to
continue.
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MaineStreet

Testa Casey
Work Location
HR Status:

‘Effective Date:
Action | Reason:

Last Start Date:
Position Number:

Regulatory Region:
Company:
Business Unit:
Department:
Location:
Establishment ID:

Expected Job End Date |12/31/2008 [

Override Position Data

| SalaryPian | Compensation |

ID: 0099993

Find

EmplRed # 0

First [ 1012 0 Lagt

FHE

Active Paytoll Status:  Active
[08i07/2008 ) sequence: [ o “Joh Indicator | PrimarrJon |
PayRaleChange v olio D
Current
0411712003 Termination Date:
BOOT022 QL agministatve Acsistant | Position Entry Date: 1002712004
Position Management Record
UsA United States
umMs University of Maine System
UMS05 University of Waine
QCES Ut Coop Extensian Department Entry Date: 041712003
000101 U CES ORONO
UMs0% Q University of Maine
Date Created: 10/29/2008

Job Data

Employment Data

Eatnings Distribution

MewWindow | Help | Customize Page | B,

Benefits Program Fatticipation ‘

@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 Promotion.

The Sequence field defaults to '0'. If the added row has thmeaffective data as the
prior row, the sequence must be changed to themgixér number. Otherwise, do not
change.

Click theDrop-down Arrow to select from théction list.
SelectPay Rate Change if promotion results in a pay increase.

SelectPromotion if no pay increase.
Click theDrop-down Arrow to select from théction/Reason list.
Click thePromotion list item.

Page 4

Last changed on: 10/31/2008 4:21 PM



) Process Document
MaineStreet HRMS: Promotion

Step Action
13.  Enter thePosition Number of the new position.

NOTE: If changes were made to the existing position Imemnblank out the number

in the field, tab out of the field, then re-entee {position number. This will update

information in the new job row with any changes mad the position data table.
14.  Click theJob Information tab.

Q- O HRAGILAKO RE = -LJKA B

'# MaineStreet

Iew Window | Help | Customnize Pane | 15,

Work Location Job Information

SalaryPlan | Compensation

Tesla Casey EMP ID: 0083393 EmplRcd# 0

-Job Information

Find  First %) 1or2 O Last

Effective Date: 08/07/2008 Effective Sequence: 1] D Job Indicator:  Primary Job
Action | Reason: Pay Rt Chy Promotion current
Job Code: o011 Administrative Assistant | Entry Date: 04i17/2003
Supervisor Level:
Reports To: 00013750 Assoc Extension Professor 0021785 Gary Andersan
RegularTemporany: Regular FulliPart: Part-Time
Empl Class: *Officer Code:
Regular Shift: MIA Shift Rate: I ’7
Standard Hours: 30.00
Work Period: W Weekly
FTE: 0.750000
ContractNumber: | Q Contract Type:
Mext Cantract Number

» = ysa

Jab Data

Emplovment Data  Earnings Distribution Benefits Program Participation |

[ save | SRetwntoSearch | [=] Notity Previous tab | = Mext tab 7 Refresh £ Inclucte History
td

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

€] Done

S @ Trusted sites

Step Action
15. Review information for accuracy.

Employee Class may need to be changed to reflect change due togtion.

Click theJob Labor tab.
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MaineStreet

@ 2% #-LE 3 e

Home: Sign out
B

NewWindow | Help | Customize Page |

Joh Labor

Testa Casey EMP ID: 0099999 EmplRcd# 0
Labor Information Fing  First (U 1otz
Effective Date: 03/07/2008 Effective Sequence: o O sonmaicator:  prirmanyJon

Action / Reason: Pay Rt Chg Promotion Current
Bargaining Unit: [ a
Lahor Agreement: Q Labor Agreement Entry Dt: 07/05/2003 5]
Employee Category: & [] Stop Wage Progression
Employee Subcategony: S CIPay union Fee
Employee Subcategory 2: Q Position Management Record
Union Code: [ilik} COLT Representad Classified Union Seniority Date: 0411712003 5]
Works Council ID:
Lahor Facility ID: Q Labor Facility Entry Date: 2]
ExemptfromLayoft (] | ayorExemption Reason: | X

Assigned Seniority Dates Cu i First [1] 1of 1 [ Last

[SeniorityDate ~ [ContiolValue  |"Lobor SeniorityDate | Override [Override Reason

Recalculate Seniority Dates

Job Data Employment Data  Earnings Distribution Benefits Prograrm Participation ‘

Save | CiReturnto Search Nolify | @ Previoustab | SmMexttasb | Refresh | Incluce: History
b

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

8 @ Trusted sites

Step  Action

16. Union Code: Defaults from Position Data. Review for accuracy

Union Seniority Date: Review and correct per collective bargaining agiteement

Click thePayrall tab.
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-0 KRB LHre RS m-LHS

# MaineStreet

Home:

Testa Casey

ID: 0089939 EmplRcd # 0
Payroll Information Find First [4]
Effective Date: 09ia7i2008 Effective Sequence: i) m JobIndicator:  Primary Job
Action / Reason: Pay RtChy Promotion Current
Payroll System: Payroll for North America

Payroll for North America

Pay Group: Bt O

Biweekly Holiday Schedule: ~ [MOMNE & nane
Employee Type: ERiES Hourly
Tax Location Code:  |UMS05Tx Q. oum FICA Status: Subject 03
GL Pay Type:
Combination Code: Edit ChartFields
Job Data EmploymentData  Earnings Distribution Benefits Program Parficipatio

&) Save | L\Returnto Search | [SNolity | @ Previoustab | SiNexttsh | Refresh | E[UpdaleDispiay
Work Location | Job Information | Job Labor | Payroll | Salary Plan | Co

2 Include History |

&) Dore

Sign out

NewWindow | Help | Customize Page |

8 @ Trusted sites

Step  Action

17. Pay Group: Edit if necessary if there is a change due tgtleenotion.

Click theSalary Plan tab.
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. a o @ < - — . a5
Q- O HRG LK -5 - JE B
# MaineStreet
B
NewWindow | Help | Customize Page |
Salary Plan Zompensation
Testa Casey EMP ID: 0099993 EmplRcd# 0
Salary Plan
Effective Date: 09/07/2008 Effective Sequence: 0 a Job Indicator:  Primary Job
Action Reason: Pay Rt Chg Promotion Current
Salary Administration 0 2 % Grade: 19 Q% GradeEntryDate 07052003
Plan:
Includes Wage Progression Rule Step: [5a StepEntryDate  D¥07/2008 [
Job Data Emplovment Data  Eamnings Distribution Benefits Program Participation |
ESEVE‘ L\ReturntoSearch | [S] Nofity | @ Previoustah | = Mexttab |l Refresh ] Include History ‘
Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation
€] B @ Trusted sites

Step  Action
18. If applicable, Enter appropriate step into Step field.
19. Enter theEffective Date of the step change in tt8tep Entry Date field.
20. Click theCompensation tab.
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NewWindow | Help | Customize Page |

Testa Casey EMP ID: 0098883 EmplRcd #: 0

Compensation Pt First [ 1or2 O Last
Effective Date: 08/0712008 Effective Sequence: 1] m Job Indicator:  Primary Job
Action | Reason: Pay Rt Chg Fromotion Current
Compensation Rate: 213.0000005] *Frequency: B Q. Biweekly
~ Comparative Information
Change Amount: 16.20000050 LUSD Biweekly Compa-Ratio: 0.90
Change Percent: 2033
Annual 21,138.000000 USD Daily 81.300000 USD
Monthty 1761500000 USD Hourly 13550000 USD
Ann Ben Rt 20,716.800 Salbase 20,716.80

Default Pay Components

C st [ o g [ L
Currency [Frequency |Percemt  |Rate Code Group
1 [NAHRLY [ 13550000 % usD, H  Q =
Job Data Employment Data  Earmings Distribution Benefits Program Paricipation |
B save | [iRetuntoSearch | [=] Notity Previous tab L Refresh 4 Incluce Histary

Witk Location |Job Infarmation | Job Labaor | Payroll | Salary Plan | Go

8 @ Trusted sites

&) Dore

Step  Action
21. If Step was entered o8alary Plan panel, click theDefault Pay Components button
to populate th€omp Rate field with the appropriate rate from the Wage Shtlie.
Otherwise, enter thEomp Rate.

22.  Click theCalculate Compensation button to re-calculate the dollar amounts in the

'Pay Rates' section of this panel.
| Caleulate Compensation |

23. Click theSave button.
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