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Biweekly less than 26 wks

Concept

This Process explains the set-up for Biweekly-gaigployees who work less than 26 pay periods
per year.
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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

> = . :
© Review Job Information ] Reports “] Review Job Information )
© Reports " Cantains reparts based on Job data of the Organizetion " Inciry pages and reports that show work information for a
—Job Data Personnsl Antions Histary. E’Wh”s
- Add Employment = Employees on Leave of Absence deSgnery:
o ol btiple Jolos Summary.
Instance Temporary Emplovees llipl Joios Sumimar
[ Warkioree Reparis Hesbp arotice
(- Benefits

[ Time and Lahor

> Payroll for Morth America
1 Workforee Development
[ Organizational Developrment
U WWarkforee Monitaring

- Set Up HRME

(> Set Up BACR

[ Enterprise Components
- Reporting Toals

|- PeopleTools

|- Return to Portal

|- My Personalizations

|- My Dictionary

&) Done B @ Trusted sites

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

Search: ew window | Help | B

|6 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 Maine System
[ Warkforce Administration
[ Persanal Infarmatian

< Joh Information EmpliD: | bagins with v ||
[ Review Job Information Empl Red Nbr: [= v |
[ Reports F
Name: [ begins with v ||
— Add Emplovnent Last Name: | begins with v ||
Instance . 1
& Workiorce Repars Second Name: |begmswnh v
> Benefits Alternate Character Name:l beging with !
(- Tirne and Labor. N = =
> Fayroll for Morth America Middle Name: | beging with [

- Workoree Developrment [include History  [|Correct History [ Case Sensitive
- Organizational Development

[ YDrkfree Monitoring

[ Set Up HRMS Search Clear | Basic Gearch Save Gearch Criteria
(- Setlp SACR

[ Enterprise Components
[ Reporting Tools

: PeopleTools

|- Beturn to Portal

|- Mty Personalizations

|- Ity Dictionary

€] Done S @ Trusted sites

Step Action

4, To Search for an existing employee record, enteplEBn Name 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 for review.

5. Click the Sear ch button.

If multiple employee records are listed, click de tappropriate employee record to
continue.
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Q-0 ®E , LPie 28

# MaineStreet

Er
Mew Window | Help | Gustomize Page | (&
Work Location | Joh Infarmation || Johlshor | Pawell | SslargPlan | Compensation |
Harley Biweekly EMP D: 0099998 EmplRcd#: 0
hwaork Location Fng First (U o O Laet
HR Status: Active Paytoll Status:  Active =
*Effective Date: 112/0172008 [ 591‘997"‘3%7 ] D AJ‘!Eu"EiFaJEriF’MmaWJDb Vl
Action / Reason: Data Change R otz 2EER |
= Future
Last Start Date: 03/0812004 Termination Date:
Expected Job End Date | £
Position Number: 00015163 A Palice officer 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: 0SEC Ui Public Safety Department Entry Date: 030852004
Location: Qoo100 ORONO CAMPUS
Establishment ID: Ums0s Q University of Maine
Date Created: 11/05/2008
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 job row.
7. Enter theEffective Date of the action.

8. The Sequence field defaults to '0'. If the added row has theeaffective date as the
prior row, the sequence number must be changduktndxt higher number.
Otherwise, do not change.

9. Click theDrop-down Arrow to select from théction list.

10. Click theData Change list item.

11.  Click theDrop-down Arrow to select from théction/Reason list.
12. Click theUpdate ABBR list item.

13.  Click theEmployment Data link.
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nLke -2 =B-UJd S

Mew Window | Help | Customize Page | 5 2|

Employment Information

Harley Biweekly EMP ID: 0099999 EmplRed#: 0
Organizational Instance

Organizational Instance Rcd: a Original Start Date: 03/08/2004

Last Start Date: 0310812004 First Start Date: 030812004

Termination Date: Years Months Days

Org Instance Service Date: 0370872004 [l override © 4 7 28

Organizational Assignment Data
Instance Record

Last Assignment Start Date: 03/08/2004 First Assignment Start: 03/08/2004
Assignment End Date:
HomeHost Classification: Home Years Months Days Time Reporter Data
Company Seniority Date: o3merzoos [Cloverride @ 4 i 8
Benefits Service Date: oaza0nd  Cloveride % 4 7 28
Seniority Pay Calc Date: Cloverride @ o i i
Probation Date: k)
Professional Experience Date: £z Last Verification Date: [=
Business Title: Folice Officer Position Phone: 207/655-1111
h- =117

[[] owns 5% (or More) of Company

Appointment End Date: B Contract Length:
[Caccrue Tenure Services R FTE for Tenure Accrual:
o
Service Calculation Group: Q “  FIEfor Flex Service Accrual:

Job Data Ernployment Data  Earnings Distribution Benefits Program Participation
B save ‘ L\Returnto Search Notity | s Refresh 4 Include History -
~|
€] 5 @ Trusted sites

Step  Action
14. Click theUSA Flag to expand the panel.
=

15. Click theContract Length list.
16. Select the appropriate contract length.
17.  Click theBenefits Program Participation link.
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Harley Biweekly

Benefit Status

BAS Group ID:

*Part-Time Status
PATFA Status

Non.C

- O KRG LK

# MaineStreet

Benefit Program Participation

Benefit Record Number: |

Effective Date: 12/01/2008 Effective Sequence: a
Action /Reason: Data Change Update ABER
Future
“Benefits System: Benefits Administration M7 Benefits Employee Status:  Active
Annual Benefits Base Rate: 3057120057 gp Annual Rate 36,129.600
[¥|Manual Override ABBR.
ABBR Override Date ]

Benefits Administration Eligibility

005 CL UM Employee Group

- @ -8

Mew Window | Helo | Gustornize Pase | /B,

EMP ID: 0089938 EmpIRcd# 0

Find  First (4 1012 O Last

MNone v “Eligible Mo v Work Calendar | BYWKLY AGAD O
A Elig Fid 5: Elig Fid 6:
v Elig Fid 8: Cohort

Benefit Program Participation 1
“Benefit Program Currency Code (=]

*Effective Date
0310872004 UFT & University Fulltime Ben Prog uso
Job Data Employment Data  Earnings Distribution Benefits Program Participation
& save | SuReturnto Search Notity | s Refresh 4 Include History

€] Done

5 @ Trusted sites

Step
18.

19.

20.

21.

Action

Set theAnnual Benefits Base Rate (ABBR) to equal the appropriate amount for
benefits calculation.

For example, if the employee is working 20 pay gasiper year: ABBR=Hrly Rate x
80hrs per payroll x 20 pay periods.

NOTE: For employees with multiple jobs, s&hnual Benefits Base Rate the
appropriate amount for each individual jdihe amounts will be totaled when payroll
and benefits are processed.

Click theManual Override ABBR option. This box must be checked.

NOTE: The ABBR Override Date field is not used for hguegmployees working less
than 26 pay periods per year.

Click theL ook up - Work Calendar button.
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Step Action
22. Select the appropriai®ork Year Calendar.

23. NOTE: SettingWork Calendar for biweekly employees wilNOT stop accruals
during non-work periods. Employeeust be un-enrolled in leave plans to stop
accruals. See process for Short Work Break

24. Click theSave button.
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