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Union Enrollment or Change

	1.  
	Click the Workforce Administration link.
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	2.  
	Click the Job Information link.
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	3.  
	Click the Job Data link.

	4.  
	Enter the employee's Emplid into the EmplID field. 



	5.  
	Click the Search button.
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	6.  
	Click the Plus (+) key to add a new job row.
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	7.  
	Enter the Effective Date of the enrollment or change in union code



	8.  
	Sequence field defaults to '0'. If the added row has the same effective date as the prior row, the sequence number must be changed to the next higher number. Otherwise, do not change.

	9.  
	Click the Drop-down arrow to select from the Action list.
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	10.  
	Select the Data Change list item.
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	11.  
	Click the Drop-down arrow to select from the Action/Reason list.

[image: image7.png]




	12.  
	Select the Union Code Change list item.
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	13.  
	Click the Override Position Data button. This will open the Union Code field on the Job Labor panel for editing.

[image: image9.png]Override Position Data





	14.  
	Click the Job Labor tab.
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	15.  
	The Union Code may be changed or deleted. 

	16.  
	Enter the date, if applicable, into the Union Seniority Date field. Not all collective bargaining units require this date. 



	17.  
	Click the Save button.
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	18.  
	End of Procedure.
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