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Disability Leave Advance

Concept

Follow this process when an employee has been eggifor an advance of sick/disability leave
hours.

Employees’ leave balances will not be allowed targa negative status. If an employee is placed
on leave without pay for reasons of personal iBnésey can apply through their supervisor for

an advance of disability leave. If this advancgrented, they must repay the amount advanced at
the rate obne-half* of any future amounts accumulated until such ts¢he advance has been
repaid.

Any outstanding balance must be repaid in the esEtgrmination.
*The hours to be repaid each payroll needs to benawunt that can be equally divided into the

total amount of hours advanced. For example, itoted hours advanced is 10, the repayment
amount cannot be 3 but rather it could be 2, 25. or
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MaineStreet

Navigation

# MaineStreet

Personalize Content | Lavout

Menu
Search:

@

[ My Favorites
[ Self Service

[ Manager Self Senice

U University of Maine Systern
[ Warkforce Administration
[ Benefts

[ Time and Lahar

[ Payroll for Morth America
[ Warkforce Development

I Organizational Developrment
[ Workarte Monitoring

[ SetUp HRMS

[ SetUp BACR

[ Enterprise Components

[ QuickAddress Pro YWeb Int
[ Repotting Tools

[ PeapleTools

> Data Models

I~ Return to Portal

I~ My Personalizations

|- My Dictionary

Help

" BeopleSoft

Step Action

1. Click thePayroll for North America link.

[ Payrall for Morth Americal

2. Click theEmployee Pay Data USA link.

[ Employee Pay Data US4

3. Click theCreate Additional Pay link.

[Create Additional Pad
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Procedure

search: New Window | Hedp |
b My Favorites Create Additional Pay
[ Self Service Enter any information you have and click Search. Leave fields blank for a list of all values,

I Manager Self Semvice

> University of Maine System Find an Existing Value

[ Warkforce Administration

[ Benefits
I Time and Labor EmplD: beging with
[ Payroll for Morth America Empl Red Nbr: - "l ‘
 Employee Pay Data USA
1+ Tax Iormation Name: begins with v |
b Deductions Last Name: begins with v ‘
Request Ditect Deposit | Second Name: begins with v
~ Undate Payrall Optiong Alternate Character Names | begins with v ||
— Search by National ID N
 Payroll Processing USA Widdle Name: begins with v
b Retroactive Payroll [Cinciude History [Jcorrect History [JCase Sensitive
I Pay Period Tax Reports
54
I Periodic Payroll Events Search ‘ Clear | Basic Search B Save Search Criteria

[+ .5, Quarterly Processing
[+ .5, Annual Processing
I Warkforce Development
b Organizational Development
[ Warkforce Monitaring
I Set Up HRMS
I SetUp SACR
I Enterprise Components
1 QuitkAddress Pro Weh Int
b Reporting Taols
[ PeapleToals
[ Data hodels:
|- Return to Partal
|- My Personalizations
|- My Dictionary

Step Action

4, Enter the desired information into tBenpll D field.

5. Click the Search button.
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' MaineStreet

search: MewWindaw | Help | Custornize Page | &,
®

iy Favorites

1 Seif Senice - - o 0098369 F—

b Manager Self Senice olleen Forheln 3 mplRed % 0

I University of Maine System

[ Warkforee Administration

[ Benefits

0 Time and Labor

[ Payroll for North America

= Emplayee Pay Data USA
I Ta Information

C Ml Seq #: EdDate;  [0630/2005 5
- Update Payroll Options Rate Code: ’_o\ Reason:
b ;am% Eamnings: B41667 Hours: ’_ Hourly Rate:
> Retroctive Payrol Goal Amount; Goal Balance:
i E%VAPE"W TR epchks | LIDisable Direct Deposit [Iprorate AdditionalPay [FloktoPay
b Bzﬂ:w Payroll Events Applies to Pay Periods: 2 First Second Third Fourth Fifth

- U.S. Quarterly Processing > Job Information

- US. Annual Processing
[ Warkforce Development
b Organizatianal Development |
[ Warkforee Monitaring
[ SetUp HRMS ¢ B Save | S\Return to Search ‘ 1B ‘ +F] Mext in List ‘ Matify | ) Refresh | A ‘ ] Include History | [# Correct History
I SetlUp SACR

[ Enterprise Components
[ QuickAddress Pro VWeh Int
I Reporting Tools

' PeopleTools

I Data Models

|- Retun to Portal

|- My Personalizations

|- My Diclionary

} Tax Information

Step | Action

6. Click theAdd a new row on the Earnings Code section button.

7. Enter "196" in the Earnings Code field.

Enter the effective date of the advance intoBffective Date field.

9. In the Addl Seq # field, enter 1"

10. | Enter next payroll's pay period end date intoEhd Date field. (this will be the
paycheck the employee will receive the advance).

11. | Enter the number of hours approved to be advamtedhieHour s field.

12. | Makesurethe OK to Pay box is checked.

13. | Click theExpand section button in the Job Information section.
¥ ]

14. | Enter the employee's Position number intoRbstion field.

15. | Click theSave button.

16. | Click theOK button.
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# MaineStreet
search: Meswrindaw | Help | Custornize Pace | & 4
i hyFantes
I Self Senice
b Manager Self Semice Colleen Forheln EMP ID: 0093399 EmplRed #
I University of Maine System
[ Warkforee Administration
[ Benefits
0 Time and Labor
[ Payroll for North America
= Employes Pay Data USA Fifoctive Date: 101877008 mHE
> Ta Information
.Ht “Addl Seq ’_1 End Date: 101612008 [ FHE
- Reguest Direct Depasit
- Update Payroll Optians Rate Code: Q Reason: NotSpecl v
— Search by National ID o ’— . ’_120 00 . ’7
b Payroll Processing USA Earnings: Hours: Howrly Rate:
> Retroactive Paytoll Goal Amount: Goal Balance:
i E%VAFE"W TS epchks | LIDisable Direct Deposit [Iprorate AdditionalPay [FloktoPay
3 Bzﬂ:w Payroll Events Applies to Pay Periods: [AFirst Second Third Fourth Fifth
- U.S. Quarterly Processing ~ Job Information
v W Anuel sy Compensation Rate/Frequency: $5052080000 ¢ Monthly
[ Warkforce Development .
b Organizational Development Standard Hours: 2000
[ Warkforce Monitaring Employee Type: Salaried
b st s oo =
[ 501 Up 8ACR Default Job Data
[ Enterprise Components Position: 00019330
I QuickAddress Pro Web Int . " "
[ Reporting Taols Business Unit; UMS06 University of Southern Maine
b PeopleTools DeptiD: PLAW Law School
[ Data Madels Job Code: B070 Professar- AY
[ Eetumn Potal Combination Codle:
|- My Personalizations -
|- by Dictionary GL Pay Type:
shift: b5y
Job Data Override
Pasition: 00013330 | Q
Business Unit: UMS06 3
DeptiD: FLAN QA awsehool
Job Codle: 6070 QU Professor - AY ]

Step

Action

17.

Click theAdd a new row in the Payment Details section button.

18.

Enter '2" into theAddl Seq # field.

19.

Enter the pay period end date when the paybackoitiepaid in full into th&nd
Date field.

20.

Make surethe OK to Pay box is checked.

21.

Enter a minus sign and the number of hours thateipaid back per pay period in
theHoursfield. (This number needs to be equally dividetd ithe total hours
advanced.)

22.

Enter the desired information into tResition field.

23.

Click the Save button.

24,

Click theOK button.

25.

End of Procedure.
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