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PATFA Work Break - Returns unexpectedly

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 mdimaih the employee is not teaching.

This process should be followed if a PATFA (Pama@iFaculty) membaretur ns unexpectedly
from a work break.

Follow the appropriate process for each of theofwithg actions:
- "PATFA Work Break - NOT returning"

- "PATFA Work Break - Employee Returns"

- "PATFA Work Break - Expected to Return”

- "PATFA Termination”

Please refer tdhttp://www.maine.edu/pdf/UsingUPK.pdf
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Step Action

1. Click theWorkforce Administration link.

[i= warkforce Administration]

2. Click theJob Infor mation link.

[ Joh Information
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‘ ® ff Job Information

- My Favorites

Maintin information about & person tied to & specific job record

[ Self Semice
[ Manager Self Service oh Data dd Employment Instance
> University of Maine System = e ok information Inchusing work Incation and compensation =l e mployinent oryanizationsl instance tor & persan
[ wiorkforce Administration detils
> Personal Infarmation
b Contract Admini K Contract Administration m Temporary Assignments
& Temporary " Mairtain confracts o other wiritten agresmerts vt thei L Maintain terimination information far temporary assigness; Report
Assignments employees and contractors on temporery assignement end dates
I Review Job Information Undate Contracts Temp Assignmt due to Complete

Temp Assignmt wiout End Date

[ Reports
- Joh Data
Add Employment
Instance |'7f Review Joh Inform r-//jt Reports
I Behefits .4',/ Inquiry pages and reports that shovy work informestion for & L~ contains renorts based on Job Gata of the Organization.
> Time and Labor RelEne Bersonnel Actions History.
(- Payroll for North America dob Sumary. Emplovees on Leave of Absence
[ Workforce Developrant B iutiple /ot Sty Temporary Emplayees
- Organizational Developrment Years of Service
[ Workfarce Monitoring
[ SetlUp HRMS
[ SetUp SACR
> Enterprise Components
[ Reporting Tools
(- PeopleTools
[~ Retum to Portal
|- My Personalizations
|- Ity Dictionary
&) Dore 2| B Internet

Step Action
3. Click theJob Data link.
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Procedure:

Q-0 NG PLkeRLEm-UH 3
'# MaineStreet

Mew viindo | Help | 15,

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

Find an Existing Value
EmpliD: begins with 1+ |
Empl Red Nbr: = v |
Name: begins with ||
Last Name: begins with ||
Second Name: begins with + ||
Alternate Character Name: | begins with |
Middle Hame: begins with ||
Dinclude History []Correct History []Case Sensitive

Search ‘ Clear | Basic Search Save Search Critaria

€] Done B @ Internet

Step Action

4, Enter EmplID, Name or Last Name. Drop dow merarstoe used to select 'begins
with','contains’, etc. to assist in locating an kapee. The more information that is
entered, the narrower the search and the shoaesetirch results list for review.

5. Click theSearch button.

If multiple employee records are listed, click bie tappropriate employee record
to continue.
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Q-0 ®E ,i Pk 2% a-LJE 3

MewWindow | Help | Customize Page | B,

John Smith EMP D: 0099999 EmpIRcd #: 0
work Location fng st (4 or g (M Lant
HR Status: Artive Payroll Status:  Leave of =
Absence
*Effective Date: [06/01/2008 B gequence: g o “Joh Indicator | PrimaryJob |
fction | Reason: Leave of Absence v [ Aclive PATFA v
Current
Last Start Date: 0970142003 Termination Date:
Expected Job End Date 05/31/2008 [
& —
Last Date Worked: 05(31/2008 [Joverride Last Date Worked Expected Return Date: | B
RR— e
Position Nurnber: 480046324 A PartTime Faculy Pasition Entry Date: [toizrizond

Position Management Record

Regulatory Region: USA United States

Company: ms University of Maine Systern
Business Unit: UMs01 University of Maine at Augusta
Department: ABFSP Bus & Fin Swcs, Public Admin Department Entry Date: 09/01/2003 [
*Location: A00100 Q Augusta Campus
Establishment ID: UMS01 & University of Maine at Augusta
Date Created: 06/11/2008
Job Data Employment Data  Earnings Distribution Benefits Program Participation ‘
& save ‘ LuReturnto Search | [=] Notify i Mexttab | 7L 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.

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

8. TheSequence field defaults to ‘0. If the added row has thmsaffective date as
the prior row, the sequence number must be chatogisd next higher number.
Otherwise, do not change.

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

10. Click theReturn from Leave list item.
[Return fram Leave |
11. Click the drop down arrow to select from thetion/Reason list.
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Step
12.

Action
Click theReturn from Leave - PATFA list item.

[Return fram Leave - PATFA

B

Waork Location

Jahn Smith

[Work Location

EniP

Q-0 HRb,Lke 2 wE-LUd b

# MaineStreet

Payroll

0094853

EmplRed# 0

Hew Window | Heln | Customize Page | 5L

HR Status: Active Payroll Status:  Active =
‘Effactive Date: |0701s2009 Sequence: 0 *Job |nuiE‘ELF’r\maanDh vI
ACGITREASaR Return frarm Leaie ~| v
current
Last Start Date: 09/01/2003 Termination Date:
Expected Job End Date  |05/31/2008 B0
Position Number: |D0016529 QU panTime Faculty Position Entry Date: [10rz7iz004
Use Position Data Position Management Record
Regulatory Region: usA United States
Compamyg. UMS University of Maine Systern
Business Unit: umsot University of Maine at Augusta
Department: ABFSP Bus & Fin Sves, Public Admin Department Entry Date:  09/01/2003 [
“Location: {00100 Q Augusta Campus
Establishment ID: U301 S Univarsity of Maine at Augusta
Date Created: 08/20/2009
Job Data Employment Data  Earnings Distribution Benefits Prograrm Participation ‘
B save ‘ LuReturnto Search | [=] Natity =Mexttab | L Refresh

] Inciuce History ‘

Wark Lacation | Job Infarmation | Job Labor | Payroll | Salary Plan | Co

€] Done 5 @ Trusted sites

Action
Click theCompensation tab.

Step
13.
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Q-0 KRB LHFe RS m-LHS

# MaineStreet

B
NewWindow | Help | Customize Page |
work Location | Joh Information Job Labor Ja e} Compensation
John Smith EMP ID: 0099399 EmplRed# 0
Compensation Pt First [ 1or2 O Last
Effective Date: 07m12008 Effective Sequence: 1] m Job Indicator:  Primary Job
Action | Reason: Return-LOA Return from Leawe - PATFA Current
Compensation Rate: 0.0000007] *Frequency: M Q. Monthly
~ Comparative Information
Change Amount: 0.0000005  USD Monthly Compa-Ratio:
Change Percent: 0.000
~ Pay Rates
Annual usD Daity usD
Monthly usD Hourly usD
Ann Ben Rt Salbase
Default Pay Companents
Pay Components [= Jrinet | B st [ g o g [ Lo
smourts T T cra T« ion
‘Rate Code Seq  |Comp Rate Currency |Frequency |Percent Rate Code Group
1 [MAANNL & [ = UsD M =
Calculate Compengation
Jab Data Emplovment Data  Earnings Distribution Benefits Program Participation |
B save | [iRetuntoSearch | [=] Notity Previous tab L Refresh 4 Incluce Histary

Witk Location |Job Infarmation | Job Labaor | Payroll | Salary Plan | Go

&) Done B @ Trusted sites

Step Action
14, Enter the new comp rate into tGemp Rate field.

15. Click theCalculate Compensation button to re-calculate the amounts in the Pay

Rates section..
| Calculate Compensation |

16. Click theBenefits Program Participation link.

[Benefits Program Patticipatior]
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Q-0 NG| LHke & =@-JFd B

NewWindow | Help | Customize Page |

Benefit Program Participation
John Smith EMP

D: 099999 EmplRcd® [

Benafit Record Number: !

Fing  First 4 1oz O Last

Effective Date: 07/01/2008 Effective Sequence: 1}
Action / Reason: Return from Leave Return from Leave - PATFA
Current
“Benefits System: Benefits Administration & Benefits Employee Status:  Activa
Annual Benefits Base Rate: k=l usD Annhual Rate 18,000.000

[CIManual Override ABBR.

ABBR Override Date &

Benefits Administration Eligibility
BAS Group ID: WO\ UMA Employee Group
*Part.Time Status | Mone v *Eligible Mo v Work Calendar |PATFAACAD
PATFA Status v Elig Fid 5 ] Eligg Fldl 6: ]
Non-Contri v Elig Flu 8: ] conhort

Benefit Program Participation

i st 41 o [F] Last
*Effective Date “Benefit Program Currency Code =
09/0112003 | P R Temporary EE Benefit Program usD
Job Data EmplovmentData  Earnings Distribution Benefits Program Participation
& save | LiReturnto Search Motity | s Refresh & Include History
&) Done B @ Trusted sites
Step Action
17. Review theBenefits Program Participation panel:

- Annual Benefits Base Rate - review and update if necessary
- Manual Override ABBR - review check box (See ABBR Process)
- ABBR Override Date - Not used for PATFA Work Break.

Click theSave button.

18. End of Procedure.
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