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Promotion

Trigger:

Concept

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

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

Additional Information:

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

- CheckTime Reporting, Enrollment 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.

Please refer tdhttp://www.maine.edu/pdf/Promotion.pdf

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

Please refer tdhttp://www.maine.edu/pdf/Promotion QG.pdf
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Procedure

Personalize Content | Lavout

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

| by Dictionary

Q-0 KRBk u-LUAD

" BeopleSoft

&) bone

S @ Trusted sites

Step Action

1. Click theWorkforce Administration link.

[ Workfarce Administration|

2. Click theJob Information link.

[ Joh Information
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Search:

[ Wy Fawarites

[ Self Senvice

[ Manager Self Service

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

[ Contract Administration

[ Temporary
Assignments

[ Review Jab Infarmation

[ Reports

- Joh Data

Add Employment
Instance

[ Workforce Repors

[ 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

] ;
ﬁ Job Information
Mainkain information about & person tied to a specific job record

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

"/ Resiew Job Information
" Inguiry pages and reports that show work information for &

Jok Surmimary
™= Muttiple Jobs Summary.

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

ﬁ Reports
Contsins reports based on Job data of the Crganization

= Personnel Actions Histary
Emplovess on eave of Absence
Temporary Emplovess

= Y¥ears of Service

8 @ Trusted sites

Step
3.

Action
Click theJob Datalink.
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# MaineStreet

Search:

|®
[ Wy Fawarites
[ Self Serice
[ Manager Self Service
(- University of Maine System
[ Workforce Administration
» Personal Infarmation
< Joh Information
[ Contract Administration
[ Temporary
Assignments
[ Review Jab Infarmation
[ Reports

—Joh Data

— Add Emplovment
Instance

[> Workforce Reports

> Banefits

(- Tirne and Labor

(> Payrall for Noth America
(> Workforce Development
- Organizational Developmant
[ Workforce Monitoring

- Setlp HRMS

[ Setlp BACR

- Enterprise Components
[ Reporting Tools

[ PeopleTools

|- Beturn to Portal

|- Mty Personalizations

|- Mty Dictionary

Q-0 WM&

bew viindow | Helo | 5}

Job Data
Enter any information you have and click Search. Leave fields blank far a list of all values

Find an Existing Value

EmpliD: | begins with 1“
Empl Red Nbr: [= & |
Name: | beging with ||
Last Name: | begins with v
Second Name: | negins with |+

|
[
Alternate Character Name: | bagins with v ||
[

Middle Name: | begins with -+

[Clinclude History  []Correct History  [] Case Sensitive

Search I Clear I Basic Search Save Search Criteria

&) Dore

8 @ Trusted sites

Step

Action

To Search for an existing employee, enter EmgNBxne or Last Name. Drop-
down menus can be used to select 'begins withitdows', etc. to assist in locating
an employee. The more information that is enteteginarrower the search and
the shorter the search results list for review.

Click theSearchbutton.

If multiple employee records are listed, click te appropriate employee record
to continue.
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| SalaryPian | Compensation |

Testa Casey EMP ID: 0099888 EmplRed % 0
\work Location Fod First [ g ot
HR Status: Active Paytoll Status:  Active =
*Effective Date: [07/01/2008 B sequence: g O “Job Indicator | PrimarrJon |
Action / Reason: Pay Rate Change V\ ‘Acruss—The'Euard V\
Current
Last Start Date: 0411712003 Termination Date:
Expected Job End Date |12/31/2008 [
Position Number: 00014322 A pdministrative Assistant| Position Entry Date: 1042772004
LIy 201 B BSOS ST Position Management Record
Regulatory Region: UsA United States
Compamy Ums University of Maine System
Business Unit: UmMs0s University of Maine
Department: QOCES Un Coop Extension Department Entry Date: 04172003
Location: oo1m U CES ORONO

Establishment ID: UMS05 Q University of Maine

Date Created: 06/20/2008
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

MewWindow | Help | Customize Page | B,

&) Dore

8 @ Trusted sites

Step Action

6. Click thePlus (+) keyto add a new job row.

7. EnterEffective Dateof the Promotion.

8. TheSequencdield defaults to '0". If the added row has theneaffective data as
the prior row, the sequence must be changed toekiehigher number.

Otherwise, do not change.
[ 0

9. Click theDrop-Down Arrow to select from théction list.

10. SelectPay Rate Changdf promotion results in a pay increase.

SelectPromotion if no pay increase.

Pay Rate Change

Last changed on: 8/6/2009 1:41 PM
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A

MaineStreet

Step Action

11. Click theDrop-down Arrow to select from théction/Reasonlist.
12. Click thePromotion list item.

|Pramation |
13. Enter thePosition Number of the new position.

NOTE: If changes were made to the existing position Imemmblank out the
number in the field, tab out of the field, thenemter the position number. This
will update information in the new job row with ankianges made on the position
data table.

Waork Location

Joh Infarmation | Job Lahar | | satayPian | Compensation |

Testa Casey EMP ID: 0099893 EmplRed #: 0

[Work Location

HR Status: Active Payroll Status:  Active
*Effactive Date: 0810772008 [ sequence: *Job Indicator MI
Action | Reason: PayRateChangs ¥ ]l
Current
Last Start Date: 04/17/2003 Termination Date:
Expected Job End Date |12/31/2008 ¥
Position Number: {ooo11022 A administrative Assistant | Position Entry Date: 10272008
Override Position Data Position Management Record

Regulatory Region: usA United States
Compamyg. UMS University of Maine Systern
Business Unit: Umsos University of Maine
Department: OCES UM Coop Extension Department Entry Date: 04172003
Location: oootm Un CES ORONO
Establishment ID: UM305 S Univarsity of Maine

Date Created: 10/29/2008

Job Data Employment Data  Earnings Distribution

Benefits Prograrm Participation ‘

ave | [CUReturnto Searcl ity (= Mext tal efrest po Incluce Histary
E LLReturnto Search Tt =] =ihexttab [ 1l Refresh 2| Inciucte Hist

Wark Lacation | Job Infarmation | Job Labor | Payroll | Salary Plan | Co

Hew Window | Heln | Customize Page | 5L

€] Done

5 @ Trusted sites
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Step Action
14. Click theJob Information tab.

Home: Ad es Sign out

NewWindow | Help | Customize Page |

Testa Casey EMP ID: 0098999 EmplRcd# 0
Job Information Find
Effective Date: 09/07/2008 Effective Sequence: 0 ] Job Indicator:  Primary Joh
Action / Reason: Pay Rt Chg Promotion Current
Job Code: oo11 Administrative Assistant | Entry Date: 04N 7i2003
Supervisor Level:
Reports To: 00013750 Assoc Extension Professor 0021785 Gary Andersan
RegulariTemporary: Regular FullPart: Part-Time
Empl Class: *Officer Code:
Regular Shift: MiA Shift Rate: 1
Standard Hours
Standard Hours: 3000
Work Period: W Weekly
FTE: 0.750000
Contract Number: Q Contract Type:
Next Contract Number
y s
Joh Data Employment Dats - Eamings Distribution Beneiits Prograrm Participation |
B save ‘ L\ Returnto Search | [=] Nofity | @ Previoustab | MNexttab |l Refresh A Include History ‘

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

&) Done B @ Trusted sites

Step Action
15. Review information for accuracy.

Employee Classnay need to be changed to reflect change due togiion.

Click theJob Labor tab.

[ JobLakor ]
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C-© WR®G

# MaineStreet

Pk 3% m-LJEd

Home Sign out

NewWindow | Help | Customize Page |

Job Labor

Testa Casey EMP ID: 0099889 EmplRcd# 0
Labor Information Find  First {102 O Last
Effective Date: 03/07/2008 Effective Sequence: o O sonmaicator:  prirmanyJon

Action | Reason: Pay Rt Chg Promotion e
Bargaining Unit: [ a

Lahor Agreement: Q Labor Agreement Entry Dt; [07/05/2003 5
Emplovee Category: QU [ stop Wage Progression

Emplayee Subcategory: Q [Ipay Union Fee

Employee Subcategory 2: Q Position Management Record

Union Code: on3 COLT Representad Classified Union Seniority Date: MEU

Works Council ID:

Lahor Facility ID: Q Labor Facility Entry Date: 8

Exempt from Layoff (] | ayorf Exemption Reason: Q

Assigned Seniority Dates cu e | Fing Firet (4 101 1 (¥ Lot

Seniority Date [ T *Labor Seniority Date werride |Override Reason

Recalculate Seniarity Dates

Job Data Employment Data  Earnings Distribution Benefits Prograrm Participation ‘
& Save ‘ L\ReturntoSearch | [S] Nofity | @ Previoustah | = Mexttab |l Refresh ] Include History ‘

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 unit
agreement

Click thePayroll tab.
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Q-0 NG LHke & =m-JFd B

‘A MaineStreet

NewWindow | Help | Customize Page |

Testa Casey EMP

ID: 0089999 EmplRcd# 0
Payroll Information

Find  First 41 or2 D Last

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: e Biwieekly Holiday Schedule:  [NONE QL nane
Employee Type: ERiES Hourly

Tax Location Code:  |UMS05Tx Q. oum FICA Status: Subject 03

GL Pay Type:

Combination Code:

Edit ChartFields

Jab Data

Employment Data  Earnings Distribution Benefits Program Participation |

B save ‘ SLReturnto Search | [ Nofify | i Previoustal | SiNexttsh | Retresh 2 Include History ‘

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

&) Dore

8 @ Trusted sites

Step Action

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

Click theSalary Plantab.

[ Salan

18. If applicable, Enter appropriate step into 8tepfield.

19. Enter theEffective Dateof the step change in tistep Entry Datefield.
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Q-0 NG LHke & =m-JFd B

‘# MaineStreet

B
NewWindow | Help | Customize Page |
Testa Casey EMP ID: 0099993 EmplRcd?: 1
Salary Plan First [ 10t 2 D Last
Effective Date: 09/07/2008 Effective Sequence: 0 O sonmdicator:  prirmary 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 [
Jah Data Emplovment Data  Earnings Distribution Benefits Procram Padicipation |
& Save ‘ 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
20. Click theCompensationtab.
compensation ]
21. If Stepwas entered oBalary Plan pane] click theDefault Pay Components

button to populate theomp Ratefield with the appropriate rate from the Wage
Schedule. Otherwise, enter tBemp Rate.

| Diefault Pay Components |

22. Click theCalculate Compensatiorbutton to re-calculate the dollar amounts in
the 'Pay Rates' section of this panel.
| Calculate Compensation I
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Step Action

23. Click theSavebutton.
24. End of Procedure.
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