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Reclassification

Concept

Description: An employee’s job title and/or classification alenged to more accurately reflect
current duties (with or without a change in comgeios).

Reclassification of any University position wilki place whenever job duties and
responsibilities are significantly changed by thavdrsity from those originally assigned. Such
changes may result in either an increase or dexiagsb duties and responsibilities, and may
occur for various administrative reasons. The éffeaate of reclassification shall be the date of
submission of the completed request for reclaggifio. These changes require edits to the
Position Table prior to pulling the updated inftoithe employee’s Job Data.

Additional Information:

- Edits must be made to the Position Data Tabler poi bringing information into Job Data.

- If compensation is changing refer to ®&y Rate Change process. Do not enter another job
row. follow the process for data instructions.

- CheckEnrollment, Termination and Reporting process for Time and Labor if Workgroup
changes.

- If the employee earnings are to be distributed tlifferent account, refer to tikay
Distribution process.

- ReviewPayroll Check Distribution process if check distribution changes.
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Step  Action
1. Click theWorkforce Administration link.
2. Click theJob Information link.
3. Click theJob Data link.
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Procedure:

Search:

(- My Faworites

- Self Service

1 Manager Gelf Senice

- University of Maine System

[ Workiorce Administration

- Persanal Infamation

= Jab Information
I Contract Administration
b Temporary

Assignments

b Review Job Information
b Reports

Instance

New Window | Help | B

Job Data
Enter any information you have and click Search, Leave fields blank for & list ofall valugs,

Firi an Existing Value

EmpiD: [heging vith |
Empl Redl Nbr: = ™
Name: [egnswith v
Last Name: [oegnswih v ]

Second Namme: begins with v

Aliternate Character Name:| begins with v

| begins with v

- Calculate C
- Company Property
[ Global Assighments
[ Labor Administration
I Workforc: Reports
(- Benefits
[ Tirne and Labor
- Payroll for North America
(- Worklarce Development
- Organizational Development
1> Workforce Monitoring
- Set Up HRMS
- Set Up SACR:
[ Enterpise Companents
- QuickAddress Pro iieb Int
- Reporting Taols
- PeopleToals
- Data Models
|- Return to Portal
|- My Personalizations

|- My Dictionary

[Cinclude History  [correct History  [] Case Sensitive:

S%WW Clear_| Basic Search [} Save Search Criteria

&) vone

8 @ Tustedstes

Step

Action

To search for an existing record: Enienpli D, Name or Last Name. Drop-down
menus can be used to select 'begins with', 'caitatt. to assist in locating an
employee. The more information that is entered ndreower the search and the
shorter the search results list for review.

Click the Sear ch button.
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Q-0 KR _:‘ P

o VizineStreet)
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New Window | Help | Customize Page |

Work Location
Julie Brown EMP ID: ppggasa EmplRed #: [
work Location fid st o2 B Lo
HR Status: Active Payroll Status:  Active =
“Effective Date: 0910722003 ) gequence: | O “Job Indicator |Primandoh v
Action /Reason: | PayRate Change v oo |
Curent
Last Start Date: 0401712003 Termination Date:
Expected Job End Date |1231/2008 i
Position Number: o0ot1022 Q. wgministatve Assistant I Position Entry Date: 1072712004
Override Position Data Position Management Record
Regulatory Region: UsA United States
Company: Ums University of Maine System
Business Unit: UMB05 University of Maine
Department: 0CES UM Coop Extension Department Entry Date: 0411712003
Location: oot UM CES ORONO
Establishment ID: B A University o Maine
Date Created: 10/01/2008
Job Data Employment Data - Eamings Distribution Benetls Program Participation ‘
@seve | QRetunto Seavch‘ [=] wetify ‘ ENextta ‘ ) Refresh ‘ EInciude History |

Work Losaion | Job Information | Job Labor | Payiol | Salary Plan | Compensation

€] bone 3 @ Trustedsites

Step Action
6. Click thePlus (+) key to add a new job row.
7. Enter the Effective Date of the reclassification.

8. Sequence field defaults to '0'. If the added job row has fame effective date as the

prior row, the sequence must be changed to thehiglxér number. Otherwise, do not
change.

9. Click theDrop down arrow to select from théction list.

10. NOTE: If there isNO pay change, use the Action &b Reclassification'. If there
IS a pay change, use the Actiondy Rate Change'.

11. Click theDrop down arrow to select from théction/Reason list.
12.  Click theJob Reclassification list item.

13.  After the Position Data table for this position te®n updatedio bring in the
changes from Position Data - blank out the positiomber, tab out of the field, re-
enter the position number. If these actions ardaia@n, the edited data from position
data will not populate Job Data.

14. Click theJob Infor mation tab.
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NevwWingow | Hels | Custornize Page | B

Job Information

Julie Brown EMP ID: 0099999 EmplRed#: 0,

Job Information Find  First [ o2 0 Last
Effective Date: 08/07/2008 0 D Frimary Job
Action / Reason: PayRtChg Job Reclassification Current
Job Code: 14 Administrative Assistant || Entry Date: 08712008

Supervsor Level:
Reports To: 00013750 Assos Extenision Professor 0021785 Gary Anderson

Regularemporary. Reguiar FullPart; Full-Time

Empl Class: *Officer Code:
Regular Shift: A Shift Rate: i

Standard Hours

Standard Hours: 40.00
Work Period: W Weekly
FIE: 1.000000

Contract Number: O\ Contract TWE:
Mext Contract Nurmber

Y Eysn
Joh Data Employment Data  Earnings Distribution Benefits Program Particination
B save | QRetumto Seavch‘ [ metify Fvev\aus(ab‘ Nemab‘ ) Refresh ‘ ) Inchade Histary ‘

otk Location | Job Information | Job Labor | Payiol | Salary Plan | Compensation

& B @ Trusted sies

Step Action
15. Review data on the Job Information panel. Moshefftelds will populate from data
on the Position Data Table.

Employee Class may need to be edited.

Click theJob Labor tab.
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-0 HNRG PR L m-Jd4d
# MaineStreet

NewWingow | Hels | Customize Page | 2,

ation Job Information Job Labor 5t

Julie Brown EMP ID: 0099998 EmplRed# 0
Labor Information find  Frst (4 ror2 O ast
Effective Date: 0910772008 FlectieSequence: 0 L) Job Idicator:  Primary Job

Action /Reason: PayRiChy Job Reclagsification Curent
Bargaining Unit: Q

Lahor Agreement: Q Labor Agreement Entry Dt; 1710512003
Employee Category: Q [ stop age Progression

Employee Subcategory: Q [JPay Union Fee

Employee Subcategory 2: Q Position Management Record
Union Code: 00 COLT Represented Classified Union Seniority Date: 041712003 5
Works Council ID:
Lahor Facility ID: Q Lahor Facility Entry Date: B
Exerpt fiom Layofi [] | ayoff Exemption Reason: Q

[Assigned Seniority Dates Cus First [ 4.0t 1 Last

Senioity Date [Control Value ‘Labor Seniority late | Override [Override Reason

Recalculate Seniority Dates

Jub Data EMpGmeniCat Eamings Distriouion  Benefits Program Participation ‘
Bseve | QRetunto Seevch‘ ] Moty | & Previoustah ‘ Siledtad ‘ ) Retresh ‘ B Inlue Hitory |

wiark Location | Jof Informatiot | Jab Labor | Payrall | Salar Plan | Compensation

3 @ Trustedsites

Step Action

16. Review data on the Job Labor panel. Union Codeudtsffrom the Position Data

Table. If this code is inaccurate, the code shbeldorrected on the Position Data
table.

Not all collective bargaining units require traaia 'Union Seniority Date'. If this

reclassification results in employee changing ba@gaining unit that requres tracking
this date, edit date if necessary.

Click theSalary Plan tab.
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-0 HNRG PR L m-Jd4d
# MaineStreet

NewWingow | Hels | Customize Page | 2,

fion | Job Information | Job Labor Salary Plan [ (€

Julie Brown EMP ID: 0083989 EmplRcd#: 0
Fing  First 1012 D Lagt

Effective Date: 0010712008 EoctveSequence: 0 L) Jobindicator:  PrimaryJob

Action | Reason: PayRtChy Job Reclassification Current

Salary Administration D Q% Grage: N QA% GradeEntryDate 0YUTI2008 [

Plan:

Includes Wage ProgressionRuls | Stef: [ba StepEntryDate 00712008 [
Job Data Employment Data ~ Eanings Distribution Benefits Prodrar Patticipation ‘
Esave | QRetunto Seavch‘ [S]etity | @ Previous tab ‘ (= Next tah ‘ o Refresh ‘ B ] Include History ‘

iork Location | Job Information | Job Labor | Payroll | Salary Plan | C:

& 8 @ Trsted stes

Step Action

17. Salary Administration Plan and Salary Grade figlilspopulate with information
from the Position Data table. Step field must beeesd manually.

NOTE: Step Entry Date will default to the effective dafedhe added row. Review
and edit if necessary.

18. Click theCompensation tab.
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Job Labor SalanfRIan’] Compensation

Julie Brown EMP ID: 0083995 EmplRed #: 0

Fng st ({1002 O ot
Effective Date: 0970712008 Pl Primary Job
Action/Reasom:  PayRi Chy Job Reclassification Current
Compensation Rate: 1,086.40000077 ‘Frequency:  |B Q. Biweekly
 Comparative Information
Change Amount: 2896000005 USD Biweeky Compa-Ratio: 086
Change Percent: 36345
~ Pay Rates
Annual 28246400000 USD Daily 108640000 USD
Monthly 2,393.866667 USD Hourly 13480000 USD
AnnBen Rt 20718600 Salbase 2071680
Default Pay Components
Pay Components #
[ anus TG
| [RateCode  [sen [ComoRate Currency [Freauency [Percent |Rate Code Groun
1NHRLY Q| 0 135800005 D@ H @ =
" Calklate Corpensaton ]
Job Data EmploymentData  Earnings Distribution Benefits Program Patticipation ‘
Iﬁsave‘l&RaummSeavch‘ [=] netity Pvevmusteb‘ ‘ ",Rewesh‘ E F Inclucte History | [ Correct History

Witk Location | Job Information | Job Labor | Payroll| Salary Plan | Compensation

NewWingow | Hels | Customize Page | 2,

€] bone

3 @ Trustedsites

Step Action

19. If Step was entered on the Salary Plan panel, @lictheDefault Pay Components
button will populate the comp rate field with thgpeopriate hourly rate. If Step is
blank on the Salary Plan panel, it will be necgssamanually enter an hourly comp

rate.
| Default Pay Components I

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

'Pay Rates' section of this panel.
[ Caleulate Compensation I

21. Click theSave button.
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Step Action
22. Additional |nfor mation:

1. Checkenrollment, Termination and Reporting process for Time and Labor if
Workgroup changes.

2. If the employee earnings are to be distributed different account, refer to tRay
Distribution process.

3. ReviewPayroll Check Distribution process if check distribution changes.
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