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Paid Leave
Concept

Employees can request a paid leave of absence l(Pai)l A Paid LOA must have manager
approval. For employees on Worker's Comp, see Wgk&omp process. Also s&eturn from
Paid L eave process.

Health Paid Leave:

*Employees will be paid by using their accrued Wiaceand/or sick leave. There is no change to
the employee’s benefits.

*Once the employee has used all vacation, sickcantpensatory leave, they are placed on
Unpaid Leaveunless granted an extension or advance of sieltiiity leave.

Sabbatical Paid Leave:SeePaid Sabbatical L eave process.
*Employees are paid full or half of their regulaypThere is no change to the employee’s
benefits.

Jury Duty Paid Leave
*Employees are paid their regular pay. There ishange to the employee’s benefits.
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Navigation:

Home

‘@ K Job Information
- My Favorites =

Maintin information about & person tied to & specific job record

[ Self Semice
[ Manager Self Service E Job Data E Add Employment Instance
(> University of Maine System Erter job informatian including work lacation and compensation At & new employment crganizstional instance for & person
[ Warkforce Administration deteils
> Personal Infarmation
b Review Job Information K/‘ Review Joh Information W ;Mn;‘&“s S s
[> Repors ~" Inquiry pages and reports that show work informetion for & P oitiallia TapROs Habatl O 0% Al DL INe Mg anizalion,
— Job Data person = Personnel Actions History
— Add Emplowmeant = Job Summar mployess on Leave of Absence
Instance =] Mutiple: Jobs Summary Temporary Emplovees.
= Years of Service
[ Workforce Reporis
(> Benefits

[ Time and Lahor

(- Payroll for Morth America

- Workforce Development

|- Grganizational Development
> Workforce Monitoring

> Reporting Tools

[ PeopleTools

|- Beturn to Portal

|- Ity Personalizations

|- Mty Dictionary

&) Done B @ Trusted sites

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

Q-0 HREA®
‘# MaineStreet

Search: Wew viindow | Hel | 5}

|i Wy Favorites JJob Data
[ Self Senice Enter any information you have and click Search. Leave fields blank for a list of all values.
I Manager Self Senvice

(> University of Maine System Find an Existing Value

[~ Workforce Administration

- Personal Information

~ Joh Inforroation EmpliD: [ beginz with |
& Review Job Infarmatian Empl Red Nbr: [ v |
& Repons "
e Name: [ begins with v ||
~ Add Emplovient Last Name: | begins with |+
Instance
Second Name: | beging with |+

|

[-Workforce Reports l
i Benefits Alternate Character Name: | begins with v ||
[

- Time and Labar

> Payroll for Morth America
- Workforce Development [include History  [|Correct History [ Case Sensitive
- Organizational Development

- workforce Montating
' Reporiing Togls Search Clear | Basic Search Save Search Criteria

\* PeopleTools

|- Beturn to Portal

|- My Personalizations
- Mty Dictionary

Mitdle Narme: | begins with v |

€] Done S @ Trusted sites

Step  Action

4, Search for an existing employee record by entdgmgplID, Name or Last Name
Drop down menus can be used to select ‘begins withhtains’, etc. to assist in
locating an employee. The more information thantered, the narrower the search
and the shorter the search results list for review.

5. Click theSearchbutton or [Enter] to continue.

6. If multiple employee records are listed, click de appropriate employee record.
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= [ Al D . B
Q-0 NREG LKk 24
A ViGimestreet
MewWindow | Help | Customize Page | B,
‘Work Location [
Paid Leave EMP D: 09999y EmplRed #: (1
[Work Location
HR Status: Active Payroll Status:  Active
*Effective Date: prio12008 B gequence: | o *Joh Indicator | Primary Job |
Action | Reason: | Pay Rate Change ~| | Across-The-Board ~|
= Current
Last Start Date: 0971411982 Termination Date:
Expected Job End Date | il
Position Number: 00739385 S administrative Assistant Position Entry Date: 090112005
ETHACREE itz Position Management Record
Regulatory Region: UsA United States
Company: Ums University of Maine System
Business Unit: UMS06 University 0f Southern Maine
Department: PGANY Geography & Anthropology Department Entry Date: 09141982
Location: FO0200 Gorham Campus
Establishment ID: UM506 Q University of Southem Maine
Date Created: 06/20i2008
Job Data Employment Data  Earnings Distribution Benefits Fragram Participation ‘
&) Save ‘ L\Returnto Search | 5 ] et in List | [T Matity Sitlexttab | (s Refresh | | ] Include History
Wrk Location | Job Information | Job Labor | Pavroll | Salary Plan | Compensation
&) Done B @ Trusted sites

Step  Action
7. Click thePlus (+) keyto add a new job row.
8. Enter theEffective Dateof the leave.

9. Sequencdield defaults to '0". If the added row has theneaffective date as the prior
row, the sequence must be changed to the nextriigineber. Otherwise, do not
change.

10.  Click theDrop-down arrow to select from théction list.

11. Click thePaid Leave of Absencdist item.

12.  Click theDrop-down arrow to select from théction/Reasonlist.
13. Select the appropriafeeasonfrom the available values.
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MewWindow | Help | Customize Page | B,
Work Location | Joh nformation || Joh Lahor ] | SalaryPian | Compensation |
Faid Leave EMP ID: 00995588 EmplRed#: 0
work Location [
HR Status: Active Paytoll Status:  Leave With Pay
*Effective Date: 11140172008 [ §EJ‘EE,"£E,7 ] D AJ‘!EMFB,‘E’,rfP”maWJDn Vl
Action { Reason: Paid Leave of Absence v/ amily Medical Leave
= Future
Last Start Date: 091411982 Termination Date:
Expected Job End Date | £
Last Date Worked: 1013112008 [override Last Date worked Expected Return Date: | B
Position Number: {003990g Q. agministrative Assistantl Position Entry Date: 08/01/2005
Override Position Data Position Management Record
Regulatory Region: UsA United States
Company: ums University of Maine Systern
Business Unit: UMS06 University of Southern Maine
Department: PGANY Gengraphy & Anthropology Department Entry Date: 09141982
Location: PO0200 Garham Campus
Establishment ID: UMS08 Q University of Southem haine
Date Created: 10/10/2008
Job Data Employment Data  Earnings Distribution Benefits Fragram Participation ‘
B save ‘ L\Returnto Search | <[5 +[E] Mextin List | [=] Netity (SiNexttab | (s Refresh | | ) Include History
Work Location | Job Information | Job Labor | Payroll | Salary Plan | Co
&) Done B @ Trusted sites

Step  Action

14. The fields'Last Date Worked' and'Expected Return Daté will appear on the panel
after the Action orlLeave of Absencéhas been selected.

To edit thellast Date Worked field, click the checkbox next to th@verride Last
Date Worked.

The Expected Return Dateis an optional field. Data entered can be used fo
reporting purposes.

15. Click theSavebutton.
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Step  Action
16. Time & Labor

Hourly Employees:
The employee's Time and Labor Administrator or Tisp@rover must:
1. Enter the vacation or sick hours fdid@alth leave
2. Enter their regular hours féuly Duty or Witnessleave.
3. Anhourly employee i®nly paid for time entered through T&L.

Salaried Employees:
The employee's Time and Labor Administrator eandiApprove must:
1. Enter the vacation or sick hours fdd@alth leave. Asalaried employee will
receive their regular paynlessthe hours are designated vacation or sick time.
2. No T&L data entry is required fordary Duty or Witnessleave.

Health Leave:

When an hourly or salaried employee has exhauk&dwacation, sick and
compensatory leave hours, they are placed on an

Refer to thdJnpaid Leaveprocess.
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Q-0 RGN RS w-LJEH R -

# MaineStreet

Er

MewWindow | Help | Customize Page | B,

General Deduction Data

Paid Leave Person ID: 0098999

Compamys: UMS  University of Maine System

(General Deduction Find | View &1 First 420 Last
*Deduction Code: 155 R Tiaa-Crat Addt Befors Tax EHE
Deduction Details Find | View a1 First 4 4 or 4 [H (aat
*Effective Date: nzizmizn0g &) Take on all Payurouns =
fon Calculation Routine; | Percent of Gpecial Eamings v |
Deduction End Date: | Bl DeductionRate or %: | 6000

Loan Interest %: Hatiaddl Amount:

Goal Amount; [ Current Goal Balance: |

Ded. stopped by Self Serv User

This data was last updated by Online User Data last updated on  03/04/2008
B Save | LiRetwntoSearch | [Shokity | 7 Retresh 2 Include History
&) Done B @ Trusted sites

Step  Action

17. If the employee is receiving less than full payt Wwishes to have TIAA-CREF
withheld based on full pay, set @duction Code 344or additional after-tax
contributions.

(See General Deduction process for additional méiion)

Click thePlus (+) keyto add a new deduction.
18.  Enter theDeduction Code 344.
19. Enter theEffective Datewhen the deduction should begin.
20. Click theTake on all Paygroupsoption.
21.  Click theDrop-down arrow to select from th®eduction Calculation Routinelist.
22.  Click thePercent of Special Earningdist item.
23. If applicable, Enter th®eduction End Date
24. Enter4.00percent into th®eduction Rate or %field.

25. CIicktheSavebutton.
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