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PATFA Work Break - NOT returning

Concept

Description:

Part-time Faculty cannot (by contract) be termidatetil they have not taught for at least six
semesters. But, pay must be stopped for those mdimah the employee is not teaching.

This process should be followed if a PATFA (Panma@iFaculty) membds NOT expected to
return from a work break.

Follow the appropriate process for each of theofwithg actions:
- "PATFA Work Break - Expected to Return”

- "PATFA Work Break - Employee Returns"

- "PATFA Work Break - Returns unexpectedly”

- "PATFA Termination”

Please refer tdhttp://www.maine.edu/pdf/UsingUPK.pdf
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HRMS: PATFA Work Break - NOT returning MaineStree:
Navigation:
0-0 RAG LSO 2% = -UKLS

# MaineStreet

Personalize Content | Lavout

Menu =
| Search:

\ |®
[ Wiy Favarites

[ Self Serice

[ Manager Self Service

> University of Maine System
[ Waorkforee Administration

> Benefits

(> Time and Labor

- Payroll for Morth America

[ Workforce Development

[> Organizational Development
[ ¥ypriforee Monitoring

[ Sat Up HRMS

> SetUp SACR

(> Entarprise Components

[ Reparting Tools

[ PeopleTools

[~ Return to Poral

[~ hly Personalizations

| by Dictionary

" BeopleSoft

S @ mnternet

Step Action

1. Click theWorkforce Administration link.

[i= warkforce Administration]

2. Click theJob Infor mation link.

[ Joh Information
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‘ ® ﬁf Job Information

[ Wy Fawarites .
- Maintain information about 2 person tied to a specific job record

[ Self Serice
[ Manager Self Service 3 Job Data = Add Emplovment Instance
(> University of Maine System = e b information inchuding work location and compensation =l e employment organizstionsl instance for & persan
[ Workforce Administration details.
> Personal Infarmation "
- ’,j Review Job Information 7] Reports
> Review Jab Infarmatian L’, Incuiry paces and reparts that show work informatian for & * Conteins reports based on Job data of the Organization

> Reports AR 'ersonnel Actions History
—Job Daia Job Summery. mployess on L eave of Absence

— Add Employment blutiple Jolys SUmMmARY. emporary Emplovess
Instance ears of Service
[ Warkforee Reports
[ Benefits

[ Time and Lakor

U Payroll for Morth America
(- Workforce Development
- Organizational Developrment
[ Workforce Monitoring

> et Up HRMS

- SetUp SACR

> Enterprise Components
(> Reporting Tools

(> PeopleTools

|- Return to Fortal

|- My Personalizations

|- My Dictionary

&) Done EE e

Step Action
3. Click theJob Data link.
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Procedure:

Mew viindo | Help | 15,

Job Data
Enter any information you have and click Search. Leave fields blank for 3 list of all values.

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

Search | Clear | Basic Search Save Search Criteria

€] Done B @ Internet

Step Action

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

5. Click theSear ch button.

If multiple employee records are listed, click bie aappropriate employee record
to continue.
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EREE

John Smith

Work Location

) /"‘ Yo 8 R4

% ow-LJE 3

MewWindow | Help | Customize Page | B,

EmplRcd #: )

First (4 1011 [F Last

Find

HR Status: Active Payroll Status:  Active =
‘Effective Date: :0510112009 B Sequence: [ o *Joh Indicator Wl
Action / Reason: Data Change V\ ‘ Position Data Update V\

E Current
Last Start Date: 09/01/2003 Termination Date:

Expected Job End Date |

Position Number: 00016528 TR parime Faculty Position Entry Date: [torz7izoo4 B

SEEnll Position Management Record

Regulatory Region: UsA United States

Compamy Ums University of Maine System

Business Unit: umsaT University of Maine at Augusta

Department: ABFSP Bus & Fin Sves, Public Admin Department Entry Date; 19112002
“Location: /00100 Q Augusta Campus

Establishment ID: UMS01 Q University of Maine at Augusta

Date Created: 06/11/2009

Job Data

Employment Data

Eatnings Distribution Benefits Program Fatticipation ‘

B seve ‘ L Returnto Search | [=] hotify

SiNextteh | L Refresh £ Include History ‘

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Co

&) Dore

8 @ Trusted sites

Step

10.

11.

Action

Click thePlus (+) key to add a new job row.

Enter theEffective Date of the action.

NOTE: Effective DateM UST BE the first day of a pay period.

TheSequence field defaults to '0'. If the added row has the safiective date as
the prior row, the sequence number must be chatogsd next higher number.
Otherwise, do not change.

Click the drop down arrow to select from thetion list.
Click theL eave of Absence list item.

|Leave of fhsence |

Click the drop down arrow to select from thetion/Reason list.
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Step
12.

13.

14.

15.

Action

Click theActive PATFA list item.
[Active PATFA |
Click theSave button.

Additional | nfor mation:

- Discontinue Additional Pay as of last day of lpay period to be paid. (May
require request for ‘Correct History' from SysteR Gffice.

- For continued enrollment in benefits - send caeted Leave of Absence Form
to the System Office for collection of premiums.

- Employee will not be paid.
- Benefits will not arrear.

- Benefits will continue for those benefits that aot waived.
End of Procedure.
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