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Mutual Reduction of Hours - Hourly

Concept

Description:
This is aTEMPORARY reduction in hours.

A full-time employee may request and receive apakrtw reduce their hours for a period of time
not to exceed 1/3 of the employee's pay periodiséim work yeaiThe employee will be paid for
the reduced hours only and continue to maintaiin fb-time benefits.

NOTE: this processis not to be used when an employee has a Voluntary Schedule Reduction.

Also Note: There are separate processes for Hourly and Salaried Employees. Also see process
for End Mutual Reduction for Hourly or Salaried Employees.
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Step  Action
1. Click theWorkforce Administration link.
2. Click theJob Information link.
3. Click theJob Data link.
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Procedure:

Mew window | Help | B2k

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

Find an Existing Value

EmpliD: hegins with v ||
Empl Red Nbr: = v |

Name: begins with + ||

Last Hame: begins with

Second Name: begins with v

\
\
Alternate Character Name: | heging with ‘
\

Middle Mame: heging with |~

Onciude History []correct History []Case Sensitive

Search ‘ Clear | Basic Search B Bave Search Criteria

€] S @ Trusted sites

Step Action

4, To Search for an existing employee record, enteplEnName or Last Name. Drop-
down menus can be used to select 'begins witlmtdotws', etc. to asist in locating an
employee. The more information that is entered ndgmeower the search and the
shorter the search results list for review.

5. Click the Search button.

If multiple employee records are listed, click de tappropriate employee record to
continue.
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Er
Mew Window | Help | Gustomize Page | (&
Harley Reduction EMP ID: 0098999 EmplRcd# 0
hwaork Location Fng First (U o O Laet
HR Status: Active Paytoll Status:  Active =
*Effective Date: 112/0772008 [ 591‘997"‘3%7 ] D AJ‘!HM@FB}PFfPMmaWJDn Vl
Action / Reason: Data Change | cfion of Hours |
= Future
Last Start Date: 10/26/1998 Termination Date:
Expected Job End Date | &
Position Number: {00040 366 A custodian I Position Entry Date: 1042772004
Overtide Position Data Position Management Record
Regulatory Region: UsA United States
Compamy Ums University of Maine System
Business Unit: UMS06 University of Sauthern Maine
Department: PGSL Residential Life Department Entry Date: 10/26/1998
Location: FO0201 Gorham Res Life
Establishment ID: UMS08 Q University of Southem haine
Date Created: 10/16/2008
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 Mutual Reduction.

NOTE: The Effective DatdUST be the first day of a pay period

8. The Sequence field defaults to '0'. If the added row has thms&ffective Date as the
prior row, the sequence must be changed to thelmgér 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 theMutual Reduction of Hourslist item.

13.  Click theSave button.
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Step Action
14. Noother changesare necessary for Hourly Paid Employees.

Additional Notes:

1. Effective Date must be the first day of a pay period.

2. DoNot changeStandard Hours.

3. No Changes necessaryGompensation Page.

4. Employee will be paid reduced amount of houtsstted for approval.
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