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Reclassification
Trigger:

Concept

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

Reclassification of any University position wilk&place whenever job duties and
responsibilities are significantly changed by thavdrsity from those originally assigned. Such
changes may result in either an increase or dexirgsb 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 reclasgifin. 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 Changeprocess. 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 dhifferent account, refer to tiRay
Distribution_process.

- ReviewPayroll Check Distribution process if check distribution changes.

Please refer tchttp://www.maine.edu/pdf/Reclassification.pdf

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

Persanalize Content| Lavaut

Menu B
|Search:

\ |®
1 My Favorites

[ Self Senice

[ Manager Self Semvice

> Univarsity of Maine Systarm
[ Wiorkforee Administration

0 Benefts

[ Time and Lahor

[ Payroll for North Aretica

I Workforse Developrment

I Qrganizational Development
1 Workdorce Monitoring

[ GetUp HRMS

[ SetUp SACR

» Enterprise Components

" QuickAddress Pro Wb Int
I Repariing Tools

I PeapleTaols

[ Data Models

I~ Retum o Portal

I~ hiy Personalizations

| My Dictionary

" eopleSoft

& 3 @ Trustedsites

Step Action

1. Click theWorkforce Administration link.
[ Wiarkforce Administration|
2. Click theJob Information link.
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[ETI—)
Search:
|®

[ Wy Favorites

- gelf Senice

[ Manager Self Serice

1> University of blaine System
[ Workforce Administration
- Personal Infarmtion

 Review Jub Information
b Reports
- Job Dala

~ Add Ernplovment
Instance
- Workforce Reports
(- Benefits
- Time and Labor
(- Payroll for North America
[ Workfarce Development
- Organizational Development
- iWoridorce Monitoring
[ Reporting Tools
- PeopleTonls
|- Refumn to Portal
|- My Personalizations
|- iy Dictionary

K’ Job Information

Maintain infarmstion aiioLt & person tied to & Speciic ob record

Job Data
Erter ing work location and

Review Job Information
Incpiy pages and reports hat show workinformetion for & persan

b Sunmary
tple Jobs Surmary.

Add Employment Instance
Adla new employmert onganizetions! instance for a person.

;/ Reports
Contains reports based on Job data of the Organization.

= Personnel Adtions Hitory
Emplovees on Leave of Alizence
Temporary Enpioyees

E Years of Senice

Home

€] bone

3 @ Trustedsites

Step
3.

Action

Click theJob Datalink.
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Search:

[ Wy Favorites
- gelf Senice
[ Manager Self Serice
1> University of blaine System
[ Workforce Administration
1> Personal Infarmtion
 Job Information
b Contract Administration
b Temporary
Assignments
1 Review Job Information
I Reports

- Add Employment
Instance

New Window | Helo | B

Job Data
Enter any information you have and click Gearch. Leave fields blank for alistofallvalues,

Find an Existing Value

EmpilD: [negnswith |
Empl Red Nor: ¥
Name: [egnswitn v
Last Name: [oeginswih v [

Second Name: beging with v

Aternate Character Name: begins with v

| beging with v

- Calculate C:
- Company Pragery
I Glohal Assignments
[ Labor Adrministration
I Workioree Reports
(: Benefits
- Time and Lahor
1 Payroll for Nofth America
[ orkforce Development
(- Onganizational Develogment
- orkdorce Monitoring
> Set Un HRMS
- et Up SACR
[ Enterprise Companents
- Quickaddress Pro Web It
- Reporting Tools
- PeapleTools
- Data Models
|- Return to Portal

|- My Personalizations
|- My Dictionary

[Cinclude History  [ICorrect History  []Case Sensitive

Seanh J Clear | pasic Searth [l Save Search Crtteria

€] bone

3 @ Trustedsites

Step

Action

To search for an existing record: ErianplID , Name 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 entetfeglparrower the search and
the shorter the search results list for review.

Click theSearchbutton.
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Q-0 HNEG LY@ 3%
# MaineStreet

NewWindow | Hels | Customize Page | &

Work Location | JabInfoimation | do8 Labor |

Julie Brown ENP ID: 0099399 EmplRed # §
oric Location Fid et (oo [ e
HR Status: Active Payrol Status: ~ Astive BE
“Effective Date: 12008 [ gequence: [0 “Jobindicator | Prmaniol |
Action Reeie PayRate Change | [Asross The Board v
Cunent
Last Start Date: 041712003 Termination Date:
Expected JobEnd Date 123112008 B
Position Number: o0ot1022 A wgministatve Assistant | Position Entry Date: 1072712004
i 2 Position Management Record
Regulatory Region: UsA United States
Company: UMS University of Maine System
Business Unit: UNiS05 Universily of Maine
Department: OCES UM Coop Extension Department Entry Date: 041172003
Location: onoto1 UM CES ORONO
Establishment ID: [Uns08 QU University of Maine
Date Created: 06/20/2008
Job Data Employment Data - Eamings Distribution Benefls Program Particination ‘
[@save | QRetunto Search ‘ [=] wetity ‘ Next e ‘ 7 Refresh ‘ A E Inchude History ‘

“Work Location | Job Information | Job Labor | Payroll | Salary Plan | C:

& 3 @ Trustedsites

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

7. Enter the Effective Date of the reclassification.

8. Sequencdield defaults to '0'. If the added job row has Hame effective date as
the prior row, the sequence must be changed todkehigher number.
Otherwise, do not change.

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

10. NOTE: If there isNO pay change, use the Action b Reclassification If
therelS a pay change, use the ActionBay Rate Changé

| Pay Rate Change

11. Click theDrop down arrow to select from théction/Reasonlist.
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Step Action
12. Click theJob Reclassificationlist item.

[Job Reclassification |

13. After the Position Data table for this positicsstbeen updatedo bring in the
changes from Position Data - blank out the positiomber, tab out of the field,
re-enter the position number. If these actionsatdaken, the edited data from
position data will not populate Job Data.

Q-0 NEAG PO E -LEdd

1o
NewWindow | Hels | Customize Page | &
Work Location | Johinforation | Jas Labar ] Bajtall | Compensation
Julie Brown ENP : 00088 EmplRed#: 0
work Location P Frst W1
HR Status: Adtive PayrollStatus:  Actve
“Effective Date: 0910772008 Sequence: [0 “Job Indicator |PrinayJoh |
Action (Reason: | PayRate Change | | Job Reclassification v|
Current
Last Start Date: 041712003 Termination Date:
Expected Job End Date 123142009 B
Position Number: 00011022 A yminietative Assistant | Position Entry Date: 102712004
Override Position Data Position Management Record
Regulatory Region: UsA United States
Company: Ums University of Maine System
Business Unit: U5 Universiy of Maine
Department; 0CES UM Coop Extension Department EntryDate: ~ 04/17/2003
Location: onto1 UM CES ORONO
Establishment ;| MS05 A Universiy oiaine
Date Created:  10/01/2008
Job Data Ernployment Data  Eamings Distribution Benefits Prodrarm Paricination
Esave | LlRetunto Search‘ [ Natify ‘ (= Next tab ‘ 4 Refresh ‘ pz| (2 Include History |
Work Location | Job Information | Job Labor | Payrol | Salary Plan | Compensation
&) bone B @ Trusted sies

Step Action
14. Click theJob Information tab.

Job Information
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NewWingow | Hels | Customize Page | 2,
ocation | Job Information [ Job Labor Bayroll 0

Julie Brown EMP ID: 099999 EmplRed# 0
Job Information Find  First 444200 Last

Effective Date: 09/07.2008 h 0 a Primary Job

Action / Reason: PayRtChy Job Reclassification Current

Job Code: igE) Administrative Agsigtant |l Entry Date: 0anFiz008

Supervisor Level:

Reports To: 00013750 Assoc Bxtension Professor 0021785 Gary Anderson

RegularTemporary:  Regular FullPart: FulFTime

Empl Class: *Officer Code:

Regular Shift: NiA Shift Rate: ] ’7

Standard Hours: 40.00

Work Period: W eekly

FTE: 1.000000

Contract Number: Q Contract Type:
et Contract hurmber

» Eysn
Job Dala Employment Data  Eamings Distribution  Beneits Program Pariicpation ‘
Bsave &RaumtnSeemh‘ ] etity Pvevmustsh‘ Nexttah‘ P,Rewesn‘ Eﬂ\nc\udeH\ﬂmv‘

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

3 @ Trustedsites

Step Action

Review data on th&ob Information panel. Most of the fields will populate from
data on the Position Data Table.

Employee Class may need to be edited.

To continue: Click thdob Labor tab.
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-0 HNRG PR L m-Jd4d
# MaineStreet

NewWingow | Hels | Customize Page | 2,

ation Job Information Job Labor Salary Plan 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 th&ob Labor panel. Union Code defaults from the Position Data

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

Not all collective bargaining units require traakia 'Union Seniority Date'. If this
reclassification results in employee changing baggaining unit that requires
tracking this date, edit date if necessary.

To continue: Click th&alary Plantab.

n
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901G | S | L)y | ISP G | A | g NSNS | ey | i o
otk Location | Jok Infarmation | Job Labor | Parall | Salary Plan | Compensation

&

3 @ Trustedsites

Step Action

17. Salary Administration Plan and Salary Grade 8eddll populate with information
from the Position Data table. Step field must berd manually.

NOTE: The Step Entry Date will default to the effee date of the added row.
Review and edit if necessary.
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Step Action
18. Click theCompensationtab.

L]
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Step Action

19. If Step was entered on the Salary Plan panetkioly theDefault Pay
Componentsbutton will populate the comp rate field with @yepropriate hourly
rate. If Step is blank on the Salary Plan paneljlitbe necessary to manually
enter an hourly comp rate.

20. Click theCalculate Compensationbutton to re-calculate the dollar amounts in
the 'Pay Rates' section of this panel.
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Step Action

21. Click theSavebutton.
22. Additional Information:

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

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

3. ReviewPayroll Check Distribution process if check distribution changes.

23. End of Procedure.
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