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Update Position
Trigger:

Concept

Description:
Position data may change over time (i.e. Reports to, title change, full to part-time, etc). All
changes to Position Data are effective dated. Correct History in Position Data can only be done at

the System Office.

"Update Incumbents" is not activated in the Position Data Tables. Changing position data does
not automatically update job data for incumbents assigned to a position. A job row must be added
to populate changes to employees job record. If ajob row is added in job data for the incumbent
(and position datais not being overridden) , the effective date of the job row must be equal to or
later than the effective date in position data to populate the edited fieldsin job data:

Example: Position Datatable is edited with effective date 10/1/09.
Job row added with effective date 10/1/09 or later will receive edited data.
Job row added with effective date 9/30/09 or earlier will not receive edited data

Please refer to: http://www.maine.edu/pdf/UsingUPK . pdf
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Procedure

Q-0 KRBk u-LUAD -2

Personalize Content | Lavout Help
Menu =
| Search:

[ Wiy Favarites

[ Self Serice

[ Manager Self Service

> University of Maine System
[ Waorkforee Administration
> Benefits

[> Compensation

(> Time and Labor

(- Payroll for Morth America
> Payroll Interface

& yipriforce Developmeant
[> Organizational Development
> Enterprise Leatning

> Wiorkforee Monitoring

[ Set Up HRMS

(- BetUp BACR

[> Enterprise Components
- Wiorklist

[ Tree Manager

[ Reporting Tools

> PaopleTools

> Packaging

— Return t Poral

[~ iy Personalizations

[— Ml Systemn Prafile

|~ by Dictionary
by
lW‘"ﬁaoplesmt
&) bone S @ Trusted sites

Step Action
1 Click the Organizational Development link.

[ Craganizational Development
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MaineStreet

Q-0 REd ke 28 #-LJF 2

# MaineStreet

Search:

Home

L J ® Organizational Development Edit "Oroanizational Developmert Folder.
[ Wy Fawarites

. SelfSenice Maintsin Succession Planning and Position Management

[ Manager Self Service \I"/j Succession Planning (7] Position Management

> University of Maine System 1L+ Allows for creation of a succession plan bases upon idertification of 1" Maintsin positions and busigets; create organizational reports, Print postion and budget information
> wiorkforce Administration competencissiaccomplishments and potertisl cancidates 23 Mairtsin Postions/Budsets

(> Benefits [ Define Key Positions [ Reviewy PosiionBudget Info

> Compensatian =] Create Succession Plan sition Reports

> Time and Labor L1 Idertify Potertial Candidates. [ Create Crganization Structure

(> Payroll for Morh America [ Review Competencies [Aocomos
- Payroll Interface 51 Review Career Summariss

i workfarce Development
il nal £l
[ Succession Flanning

I> Position Management
> Enterprise Learning

- Workforce Monitoring

[ SetLip HRMS

[ SetLip BACR

\* Emterprise Components
1+ Warklist

[ Tree Manager

(- Reporting Tools

i PeopleTools

(> Packaging

|- Eeturn to Portal

|- My Personalizations

|- My Systam Profile

|- My Dictionary

&) Done B @ Trusted sites

Step Action
2. Click the Position M anagement link.

[ Position Management

3. Click the Maintain Positions/Budgets link.

Maintain
Positions/Budgets

4, Click the Add/Update Position Info link.
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Home

Search: Hew window | Help | [

G MyFavortes AddiUpdate Position Info
[ Self Senice Enter any information you have and click Search. Leave Tields blank for a list of all values
[ Manager Self Service
- University of Maine System Find an Existing Value [}
(> Workforce Administration
(> Benefits
> Compensation Position Number: begins with U
(> Time and Labor
> Payroll for Noh America
> Payroll Interface Position Status: = v‘ ‘ v
(> wiorkforce Developriant ‘
[Z Qrganizational Devalopmant
[+ SBuceession Planning Department: begins with « |
[
|

Description: beging with vH

Business Unit: begins with «

ppp

= Position Management
= Waintain
PositionsiBudgets Reports To Position Number:| begins with ~

Job Code: begins with «

[Clinclude History  []Correct History [] Case Sensitive

Search I Clear I Basic Search [ Save search Criteria

[ Review Position/Budget
Info

I Position Reports

[ Create Qrganization
Structure

[ Enterprise Learning

[ Workforce Monitoring

(- Set Up HRMS

(- Set Up BACR

[ Enterprise Components

- Wiorklist

(> Troe Manager

(> Reporting Tools

> PeopleTools

- Packaging

|- Beturn to Partal

|- My Personalizations

= My Systermn Profile

|- Ity Dictionary

Find an Existing Value \ Add & MewValues

&) Done B @ Trusted sites

Step Action
5. Enter Position Number into the Position Number field.

If Position Number is not known, the Description, Position Status, Business Unit,
or Department fields may be used to search for the correct position.

6. Click the Sear ch button.
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MewWindow | Help | Customize Page | B, #

Paosition Information

*
PositionNumber: 00039999 =
Headcount Status: Filled Current Head Count: 1 out of 1

“Effective Date: 110172009 i [ Active v

Reason: [con & Update Contract Data Action Date: 04/20/2009

*Position Status; | APPIOVed v Status Date: 10272004 5] [CKey Position

Job Information

*Business Unit: |UMS05 CL University of Maine

Job Code: (8030 CL vice PrasiProvostivice Chane Manager Level: A Other Positions
“RegTemp: |Regular  v| *Full/Part Time: I@l
‘Regular Shift: | Ni4 i~ Union Code: | @

Title: WP, Administration & Finance Short Title: 'm

Detailed Position Description

Long Title: ivice President for Administration & Finance

Work Location

*Rey Region: USA QU United States

Department:  |OOBFI  |CL UM Financial Management Compamy: UMS  University of Maine System
Location: ’WQ Presidential Direct Reports
Reports To: 00014447 | President Dot-Line: Q
0099399 Ropert Kennedy
Supenvisor Lvl: [ L vice Presidentivice Chancellor

Salary Plan Information

SalaryAdminPlan: ¥ CL Grade: Q sem | @
Standard Hours: 4000 Work Period: W QU Weekly
Mon Tue Wed Thu Fri Sat Sun

[an0 [(ao0 a0 [mog [aoo [ 1[0

» = ysa

B save ‘ LLReturn to Search ‘ =] matity ‘ = Next tal

I3

&) Done B @ Trusted sites

Step Action
7. Click the Plus (+) key to add a new row.
8. Enter the applicable Effective date into the Effective Date field.

NOTE: Position Data rows are effective-dated, but not sequenced. Therefore, the
same effective date cannot be used on more than one row.

9. Click the L ook up Reason button.

[

10. Click an entry in the Reason Code or Description column.

11. Edit/Change al applicable fields on AL L panels before saving.
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Step Action

12 If changing Title, the new title MUST be entered in both the Title and Long Title
fields.

13. Click the Save button.

14. End of Procedure.
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