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ABBR

Concept

Description:

There are a number of situations where the amaumtioch an employee's benefits are
calculated is different than the calculated AnriRale of pay. In those instances, one of the
following processes should be followed to ensuet bienefits are calculated and benefits
deductions are withheld properly. The set up may f@ each of the following:

1. Biweekly Employee paid less than 26 pay periods.
2. Stipend included in base pay.
3. Mutual Reduction of hours

Please refer tdattp://www.maine.edu/pdf/UsingUPK.pdf
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Step

Action

Click theWorkforce Administration link.

[ Workfarce Administration|

Click theJob Infor mation link.
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Search:
‘ & ﬁf Job Information

Maintin information about & person tied to & specific job record

I My Faworites

[ Self Semice
[ Manager Self Service E ob Data E dd Employment Instance
- University of Maine System Enter job information including work lacation and compenzation Addl 3 new employment organizational instance far a person,
[ wiorkforce Administration detils
> Personal Infarmation
-~ i ” P

[» Review Job Information 'J/] Review Job Information m Reports

> Reporis 1 iy peses ant reports that show work information for & Cortaing reports based on Job dsta of the Organization.

- Job Data person ersonnel Actions History

Add Emplovment dob Summary. mplovess on Leave of Absence

Temporary Emplovess
ears of Service

Instance Muftiple Jobs Summear:

[ WiDrkforee Repons

- Banefits

(- Tirne and Labor

(> Payrall for Noth America
(- Workforce Developrant
- Organizational Development
[ Workforce Monitoring

(> Set Up HRMS

- Setlp BACR

> Enterprize Components
- Reporting Tools

> PeopleTools

|- Beturn to Portal

|- Mty Personalizations

|- Ity Dictionary

&) Done EE e

Step Action
3. Click theJob Data link.
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Procedure:

Q- O HNRG LKk L = -JE B
‘# MaineStreet

Mew Window | Hels | /&,

Job Data
Enter any information you hawe and click Search. Leave fields blank for a list of all values

Find an Existing Value
EmpliD: begins with v |
Empl Red Nbr: = vl [
Name: begins with v |
Last Name: begins with v |
Second Name: begins with v |
Alternate Character Name:| hegins with v |
Middle Name: begins with |
[Clinclude History [ Carrect History [ Case Sensitive

Search | Clear | Basic Search Save Search Criterla

€] Done S @ Internet

Step Action

4, Enter EmplID, Name or Last Name. Drop down mesarsbe used to select
'begins with','contains’, etc. to assist in loag@m employee. The more
information that is entered, the narrower the deard the shorter the search
results list to review.

5. Click theSear ch button.

If multiple employee records are listed, click be appropriate employee record
to continue.
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MewWindow | Help | Customize Page | B,

| SalaryPian | Compensation |

Jane Smith EMP D: 0098859 EmplRed®: 0
work Location fng st (4 or g (M Lant
HR Status: Active Paytoll Status:  Active =
*Effective Date: 081872008 [ goquence: g O “Joh nicator | PrimanyJos v
Action | Reason: Data Change V\ ‘ Comect-Union Seniority Date v‘
= Current
Last Start Date: 08191985 Termination Date:
Expected Job End Date | £

Pasition Number: 00010827 @ pdministrative Assistant| Position Entry Date: 10(27/2004
LIV IBITHTET: Position Management Record

Regulatory Region: UsA United States

Compamy Ums University of Maine System

Business Unit: UmMs0s University of Maine

Department: OECE LIt Electrical & Computer Engin Department Entry Date: 08Man98s
Location: 000100 Orono Carnpus

Establishment ID: UMS05 Q University of Maine

Date Created: 05/18/2003
Job Data Employment Data  Earnings Distribution Benefits Fragram Participation ‘
B seve ‘ L Returnto Search | [=] hotify SiNextteh | L Refresh £ Include History ‘
Work Location | Job Information | Job Labor | Payroll | Salary Plan | Co
&) Done B @ Trusted sites

Step Action
6. Click thePlus (+) key to add a new row.

7. Enter the effective date of the change intoEffective Date field.

NOTE: Effective dateshould be thefirst day of a pay period.

8. Click the drop down arrow to select from thetion list.

9. Click the appropriate list item from tiection list.

10.

11. Click the appropriate item from thection/Reason list.

[Update sBBR |
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3 £
2 @-00638
Home
MewWindow | Help | Customize Page | B,
‘Work Location | Joh [nformation | Jok Lahor |
Jane Smith EMP D: 0099999 EmplRcd# 0
Work Location
HR Status: Active Paytoll Status:  Active =
*Effective Date: 080172009 5 sequence: g O *Joh Indicator | Primary Job o
Action / Reason: Data Change v [ |
Future
Last Start Date: 08191985 Termination Date:
Expected Job End Date | )
Position Number: 00010827 A pdministrative Assistant| Position Entry Date: 1042772004
Overtide Position Data Position Management Record
Regulatory Region: UsA United States
Compamy Ums University of Maine System
Business Unit: UmMs0s University of Maine
Department: OECE LIt Electrical & Computer Engin Department Entry Date: 08Man98s
Location: 000100 Orono Carnpus
Establishment ID: Ums0s Q University of Maine
Date Created: 08/20/2009
Job Data Employment Data  Earnings Distribution Benefits Fragram Participation ‘
B seve ‘ L Returnto Search | [=] hotify SiNextteh | L Refresh £ Include History ‘
Work Location | Job Information | Job Labor | Payroll | Salary Plan | Co
&) Done B @ Trusted sites

Step Action

12. Click theEmployment Data link.
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Employment Information

Business Title:

Administrative Assistant | Position Phone:

Jane Srnith ENiP [13 0099999 EmplRcd# 0
Organizational Instance
Organizational Instance Red: a Original Start Date: 081914985
LastStatDate: 08181985 First Start Date: 08/18/1885
Termination Date: Years Months Days
0Org Instance Service Date: 08/19/1985 [Coverride v 24 1) 1
Organizational Assignment Data
Instance Recerd
Last Assignment Start Date: 091811995 First Assignment Start: ~ 08/19/1985
Assignment End Date:
HomeHost Classification: Homa Years Months Days Time Reporter Data
Company Seniority Date: 08/18/1885 Cloverride 24 0 1
Benefits Service Date: 08/1911985 Coverride K 24 o 1
Seniority Pay Calc Date: [override © o 0 0
Probation Date: [
Professional Experience Date: [5) Last Verification Date: [5

207/581-2224

Mew Window | Help | Custamize Page | W&

» B s

Job Dats Employment Data  Earnings Distribution

Benefits Prograrm Participation ‘

Save | [\ReturntoSearch | [=]Nofity | s Refresh p=| Include History
o

8 @ Trusted sites

[

Action

Click theUSA flag toExpand the section.
rE

Click the drop down arrow to select from fBentract L ength list.

Select the appropriate contract length.

Biweekly-paid employees should have Biweekly pay periods (i.e. Biweeklyi20
employee works 20 pay periods per year).

Salaried employees should have Monthly pay periods (i.e. Month O8rifployee
works 9 months per year).

19 Biweekl
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@ 3-% = U3

Home:

MNew Window | Help | Customize Pace | 5, |

Employment Information

Jane Smith EmMP ID: 099999 EmplRcd# 0
Organizational Instance

Organizational Instance Rcd: a Original Start Date: 0811911985

Last Start Date: 0BM9M1985  First Start Date: 087191885

Termination Date: Years Months Days

0Org Instance Service Date: 08/19/1985 [Coverride “ 24 1) 1

Organizational Assighment Data

Instance Recerd

Last Assignment Start Date: 08191985 First Assignment Start: 0g/19/19845

Assignment End Date:

HomeHost Classification: Home Years Months Days Time Reporter Data
Company Seniority Date: DBM18/1985 [override v 24 0 1

Benefits Service Date: 08/1911985 Coverride © 24 o 1

Seniority Pay Calc Date: [override © o 0 0

Probation Date:
Professional Experience Date: b Last Verification Date: Gl
Business Title: Administrative Assistant | Position Phone: 207i581-2224

v E= s

[] owns 5% (or More) of Company

Appointment End Date: ] Contract Length:
[CJAccrue Tenure Services v FIEfor Tenure Accrual:
”

Service Calculation Group: Q “  FTEfor Flex Service Accrual:
Job Dats Employment Data  Earnings Distribution Benefits Program Participation
B save ‘ L\ Returnto Search | [=] Notity | s Refresh ) Include History =

~|
€] B @ Trusted sites

Step Action
16. Click theBenefits Program Participation link.

[Benefits Program Participation]
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Mew Window | Help | Custamize Page | W&

Benefit Program Participation

Jane Smith EMP ID: 0099999 EmplRcd# 0

Benefit Record Number: |0

Fing  First 4 1oz O Last

Effective Date: 09/01/2008 Effective Sequence: 1}
Action  Reason: Data Change Update ABER
Future
*Benefits System: Benefits Employee Status:  Active
Annual Benefits Base Rate: 30097 60073 usD Annhual Rate 30,097,600
[CIManual Override ABBR
ABBR Override Date (G

Benefits Administration Eligibility

BAS Group ID: 005 2 UM Employee Group

*Part.Time Status | Mone v *Eligible Mo v Work Calendar [BWWKLY REG L
PATFA Status b Elig Fid 5: Elig Fid 6:
Non-Contril v Elig Fid 8: Cohort
Benefit Program Participation it ! First [4 1 o 1 [P Last
*Effective Date “Benefit Program Currency Code =
CIEIEERE UFT & University Fulltime Ben Prog usD
Job Data EmplovmentData  Earnings Distribution Benefits Program Participation
& save | LiReturnto Search Motity | s Refresh & Include History
&) Done B @ Trusted sites

Step Action
17. Click theL ook up Work Calendar button.
18. Click an entry in th&Vork Year Calendar list

NOTE: Setting Work Calendar for Biweekly employees wibt stop accruals
during non-work periods. Employee mustureenrolled in leave plans to stop
accrual. See process for Short Work Break

Bk ACAD)

19. Enter an amount in thennual Benefits Base Rate field equal to appropriate
amount for benefits calculation. (i.e. Biweekly dayge working 22 pay periods
= Hrly Rate X 80 X 22 = ABBR)

NOTE:Set individual amountsfor each job if employee has multiple jobs.
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Step Action

20. TheManual Override ABBR option should be checked if amount in Annual
Benefits Base Rate is different than Annual Rate.

NOTE: If left unchecked, ABBR processwill programmatically reset equal to
Annual Rate.

ABBR Override Date - Should only be set for Stipend end date. Notldse
Mutual Reduction or Biweekly < 26 ppds.

NOTE: Should be set to the last day of pay period fgusidd amount in ABBR
field. (i.e. Last day of month for monthly paid eloyees).

Q- O HRAGL,L,KkEe & =@ -JK B

Mew Window | Helo | Gustornize Pase | /B,

Benefit Program Participation

Jane Smith EMP ID: 0099999 EmplRcd# 0

Benefit Record Number: |
Benefit Status

Effective Date: 09/01/2009 Effective Sequence: a
Action /Reason: Data Change Update ABER
Future
“Benefits System: Benefits Administration M7 Benefits Employee Status:  Active
Annual Benefits Base Rate: 219844057 gp Annual Rate 30,097,600
[¥|Manual Override ABBR.
ABBR Override Date B

Benefits Administration Eligibility

BAS Group ID: 005 CL UM Employee Group

*Part-Time Status | None A *Eligible Mo - Work Calendar | BYWKLY AGAD O
PATFA Status A Elig Fid 5: Elig Fid 6:
Non.-Ct R Elig Fid 8: Cohort
Benefit Program Participation First (4 1 o 1 ] Last
*Effective Date *Benefit Program Currency Code =1
081901 885 UFT & University Fulltime Ben Prog uso
Job Data Employment Data  Eamings Distribution Benefits Program Participation

& save | SuReturnto Search

Notity | s Refresh

2] Include History

5 @ Trusted sites
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Step Action
21. Click theSave button.

Additional |nfor mation:

1. The overnight process that sets ABBR = AnnuaéRall be ignored because
the manual Override ABBR box has been checked.

2. Benefits will be calculated on the amount erdénéo the ABBR field.

22. Definitions:

Annual Rate - Is a system set field. There is an annual @ted&ch employee
record(emplrecd).

- For monthly staff the standard hours for the lexyge record do not affect
annual rate.

- For hourly staff the standard hours for the emppé record do affect annual
rate.

Monthly staff - (comprate * 12)
Hourly staff - (comprate * standard hours * 52 w&ek

Annual Base Benefits Rate (ABBR) - Is a manually enabled field. ABBR is
specific for each employee record. It is set tostime amount as annual rate
unless it is overridden for benefits purposes. $8lemntact your Human
Resources Office for a more detailed explanatioArofual Base Benefit Rate.
(ABBR includes benefits eligible stipends(stipenusst be for full year). Manual
overrides should occur to account for mutual reidacdf hours, voluntary
reduction of hours, and if appointments are fos lis®n 12 months and the pay is
to be paid over the same period of time. ABBR sti@li$o be manually adjusted
if there is a regular employee record, and an antdit single temporary employee
record where salary should not be included in ABBR.

Salbase - Is the aggregated Annual Base Benefits Rateseoifriost current active
employee records.

23. End of Procedure.
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