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Partial Phased Retirement 
 
The Partial Phased Retirement Plan is available to Non-Represented Salaried, Non-Rep Faculty 
and members of the AFUM and UMPSA bargaining units (review appropriate handbook or 
collective bargaining agreement for more specific information). This process is used to reflect 
updated job data and benefit status due to Partial Phased Retirement. 
 
Additional Information:  
- Position Data - If Position Data is to be updated to reflect part-time status and reduced standard 
hours, update the Position Data Table prior to updating Job Data. The effective date used on the 
Position Data Table must be equal to or earlier than the effective date used in Job Data. 
 
- Multiple Jobs - If an employee has multiple jobs, the Part-Time Status field MUST be set to 
PPRP for the Primary Job and the Combined FTE for all jobs MUST equal less than 1.00. 
 
- Termination - Employee record must be 'Terminated' at end of Partial Phased Retirement.  
 
- Annual Leave - If the employee's annual leave balance is more than the prorated maximum 
based on FTE, the excess should be paid to the employee by entering a One-Time Paysheet 
Adjustment using earnings code 146. 
 
 - Disability Leave - After the PPRP benefit event has been finalized and the employee has been 
enrolled in the appropriate leave plan, a One-Time Paysheet Adjustment will be automatically 
created by the Leave Accrual process to decrease the balance to the prorated maximum based on 
FTE. 
 
 - ABBR - ABBR field on the Benefit Program Participation panel in Job Data should not be 
adjusted or overridden. Benefits will be based on the reduced salary amount. 
 
 - Benefit Program - It is not necessary to adjust the Benefit Program field on the Benefit 
Program Participation panel. The Ben Admin process will automatically update the benefit 
program field after the benefit event is closed. 
 
Please refer to: http://www.maine.edu/pdf/UsingUPK.pdf 
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Procedure 
 
 
  

 

 
Step Action 

1.   Click the Workforce Administration  link. 

 
2.   Click the Job Information  link. 
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Step Action 

3.   Click the Job Data link. 
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Step Action 

4.   To Search for an existing employee record enter EmplID, Name or Last Name. 
Drop down menus can be used to select 'begins with' or 'contains', etc. to assist in 
locating an employee. The more information that is entered, the narrower the 
search and the shorter the search results list for review.  
 

5.   Click the Search button. 
 
If multiple employee records are listed, click on the appropriate employee record 
to continue. 
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Step Action 

6.   Click the Plus (+) key to add a new job row. 

 
7.   Enter the Start Date of the Partial Phased Retirement in the Effective Date field.  

 

8.   Click the Drop-down Arrow  to select from the Action list. 

 
9.   Click the Pay Rate Change list item. 

 
10.   Click the Drop-down Arrow  to select from the Action/Reason list. 

 
11.   Click the Partial Phased Retirement list item. 

 
12.   Enter the expected end date of the Partial Phased Retirement in the Expected Job 

End Date field.  
 



Process Document 
HRMS: Partial Phased Retirement 

 

  

 

Page 6 Last changed on: 3/13/2009 8:41 AM 
 

      
 
 

Step Action 

13.   Click the Override Position Data button to open the Standard Hours field for 
editing on the Job Information panel. 
  
NOTE:  If Standard Hours has been edited in Position Data, this step is not 
necessary. To bring changes in Position Data into Job Data: delete the Position 
Number, tab out of the field, then re-enter the Position Number. Review standard 
hours on Job Information panel and salary grade and step (if applicable) on Salary 
Plan panel for accuracy. 

 
  

 

 
Step Action 

14.   Click the Job Information  tab. 
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Step Action 

15.   Enter the reduced hours into the Standard Hours field. (or review if populating 
from Position Data). 
 
NOTE: Full/Part Status on this panel is defaulted from Position Data and cannot 
be overriden in Job Data. 

16.   Press [Tab] to exit the field. The system will calculate the new FTE rate. 
  



Process Document 
HRMS: Partial Phased Retirement 

 

  

 

Page 8 Last changed on: 3/13/2009 8:41 AM 
 

      
 
 

 

 
Step Action 

17.   Click the Work Location  tab. 

 
  



 

Process Document  
HRMS: Partial Phased Retirement  

 

 

Last changed on: 3/13/2009 8:41 AM  
 
 

Page 9 

 

 
Step Action 

18.   Click the Use Position Data button to close the fields for overriding position data. 

 
19.   Click the Compensation tab. 
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Step Action 

20.   Enter the reduced comp rate into the Comp Rate field.  
 

21.   Click the Calculate Compensation button to re-calculate the Pay Rates. 
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Step Action 

22.   Click the Benefits Program Participation link. 
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Step Action 

23.   Click the Drop-down Arrow to select from the Part-Time Status list. 

 
24.   Click the PPRP list item. 
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Step Action 

25.   Click the Save button. 
 
NOTE:  
- Annual Benefits Base Rate - no data entry required as the employee's benefits 
will be based on the reduced salary. 
- Benefit Program - No necessary to update as Ben Admin will automatically 
update the benefit program field after the event is closed. 

 
26.   End of Procedure. 

 
  


