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Concept

Description: The Transfer action is used when you want to assigemployee a new business
unit, department, and/or location. Transferringeanployee’s record is a 2 step process:
1)The unit the employee is transferring FR@Mnpletes the Transfer process.
a) Employee i\CTIVE , use the action cod&ransfer’ and appropriate reason code.
b) Employee iFERMINATED , use the action/reason codB&hire/Transfer.’
NOTE: The fields needed to complete Step 1 of the traasée

- Effective Date (date the employee starts in the new location)

- Position Number (Position Number at the employees new location)

2)The unit the employee is transferring $kould refer to the Data Change process to update
employee information.

Additional Information:

If an employee transfers from one department ompeanto another department or campus
without a break in service, that does not pernpidout of that employee's vacation balance.
Accrued vacation hours should only be paid out wéreemployee terminates employment from
the University of Maine System OR is no longeriblig to accrue vacation as a UMS employee.
The Board of Trustees Policy Section 405 applies department's financial responsibility,
however at this time all vacation payouts are chanp a System Benefits account and there is no
financial responsibility for the department or carmfrom which an employee is transferring
from or to. This policy, as well as others, is emtly being reviewed and updated.

Also, we have found that using the vacation pagaumhings code further exacerbates

issues related to employees' leave balances #haisplayed in various places in

MaineStreet (which is not an issue if the emploge®o longer employed).

Contact the System Office of Human Resources withquestions you might have.
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Navigation:

Q-0 NRG LP&ke ¢

# MaineStreet

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

b Contract Administration [(”j Review Job Information 7"/ Reports

[ Temporary ~ Inuiry pages and reports that show work informstion for & 7 Contains repatts based on o data of the Organization.
Assignments person ‘srsonnel Actions History

[> Review Jab Information E Job Summary mployees on Leave of Absence

I Reports I ok obs Surimiar emporary Employees

— Joh Data ‘ears of Service

~ Add Employment
Instance

[ Workforce Reporis
(> Benefits

(> Time and Labor

- Payroll for Morth America
- Workforce Development
|- Grganizational Development
> WiDrkfarce Monitoring

> Bat Up HRMS

[ SetUp SACR

> Enterprise Components
- Reporting Tools

- PeopleTools

|- Beturn to Partal

|- My Personalizations

|- My Dictionary

&) Dore

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

EREE

# MaineStreet

I '

Search: ew window | Help | B
Ii> My Favorites - Job Data
[ Self Semvice Enter any information you have and click Search. Leave fields blank for a list of all values.
- Manager Self Service
- University of Malng System Find an Existing Value
[ Warkforce Administration
[ Persanal Infarmatian - — r
< Joh Information EmpliD: [ begins with |
E(T:nntra:mﬂmmlslrannn Empl Red Nbr: = ¥ |
Bmporary L
Assighments Name: [ begins with v ||
gg:‘g;xshh Information || act Name: | begins with ~ |
Second Name: |begmswnh ~|
'IA”‘: Ermnploviient Alternate Character Name: | begins with v ||
nstance
[ wiorkforce Reports Middle Hame: | begin with |
(> Benefits [inciude History  []correct History [ Case Sensitive
U 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 Trusted sites
& El)

Step Action

4, To Search for an existing employee record, enteplEBnName or Last Name. Drop-
down menus can be used to select 'begins witmtdotws', etc. to assist in locating an
employee. The more information that is entered ndgmeower the search and the
shorter the search results list.

5. Click the Search button.

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

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

Establishment ID:

HR Status: Active Payroll Status:  Active =
*Effective Date: 11200172008 B sequence: w O “Jah Ingicatar | PrimarsJos v
Action / Reasan: Transfer ~| |internal Recruitment Bl

Future
Last Start Date: 08/20i2001 Termination Date:
Expected Job End Date | ]
Position Number: [o0010281] A seientific Technician | Position Entry Date: 10/27/2004

Override Position Data Position Management Record

ew Window | Help | Custamize Page | i

usA United States

umMs University of Maine Systern

UMS05 University of Maine

OFARM UM Farms Department Entry Date: 0812002001
003410 Highmoot Farrm

uMs05 Q. University of Maine

Job Data Employment Data  Earnings Distribution Benefits Prograrm Participation ‘
B save \ QuReturnto Search | [=] Notity SiNextish | 7 Retresh & Inciude History \

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

&) Done

S @ Trusted sites

Step

10.

11.
12.
13.

14.

Action
Click thePlus (+) key to add a new job row.
Enter theEffective date of the Transfer.

The Sequence field defaults to '0'. If the added job row has #ame effective date as
the prior row, the sequence must be changed todkehigher number. Otherwise, do
not change.

Click theDrop-down Arrow to select from théction list.

If employee isactive, selectTransfer.
If employee igerminated, selectRehire.

Click theDrop-down Arrow to select from théction/Reason list.
Click the appropriate value from the list.

EnterPosition Number (blank out field, tab out of field, then entemnaumber) of
the new position into thBosition Number field.

Click the Save button.
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