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Partial Phased Retirement

The Partial Phased Retirement Plan is availabMoto-Represented Salaried, Non-Rep Faculty
and members of the AFUM and UMPSA bargaining ufnégsiew appropriate handbook or
collective bargaining agreement for more speciffoiimation). This process is used to reflect
updated job data and benefit status due to P&tiated Retirement.

Additional Information:

- Position Data -If Position Data is to be updated to reflect partet status and reduced standard
hours, update the Position Data Table prior to tipgalob Data. The effective date used on the
Position Data Table must be equal to or earlien tha effective date used in Job Data.

- Multiple Jobs - If an employee has multiple jobs, the Part-Timeustdield MUST be set to
PPRP for the Primary Job and the Combined FTEIfjotzs MUST equal less than 1.00.

- Termination - Employee record must be 'Terminated' at end ofd&thased Retirement.

- Annual Leave -If the employee's annual leave balance is more ttiaprorated maximum
based on FTE, the excess should be paid to theogamby entering a One-Time Paysheet
Adjustment using earnings code 146.

- Disability Leave - After the PPRP benefit event has been finalizedtha&mployee has been
enrolled in the appropriate leave plan, a One-TiHagsheet Adjustment will be automatically
created by the Leave Accrual process to decreaseaiance to the prorated maximum based on
FTE.

- ABBR - ABBR field on the Benefit Program Participation paim Job Data should not be
adjusted or overridden. Benefits will be basedrenreduced salary amount.

- Benefit Program - It is not necessary to adjust the Benefit Progfield on the Benefit
Program Participation panel. The Ben Admin proegfisautomatically update the benefit
program field after the benefit event is closed.

Please refer tdattp://www.maine.edu/pdf/UsingUPK.pdf
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Q-0 XK@

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

&) bone

S @ Trusted sites

Step

Action

Click theWorkforce Administration link.

[i= warkforce Administration]

Click theJob Information link.
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Searc

[ Wy Fawarites

[ Self Senvice

[ Manager Self Service

(- University of Maine System
[ Workforce Administration
> Personal Infarmation

ﬁf Job Information

Maintin information about & person tied to & specific job record

Add Empls ent Instance

=] Calculate Compensation
Al & e Employment organizational instance for a person

Calculate compensation for & group of smployess or for 3
employees

= oDt
Erter jof infarmation including work (ocation and compensation

] Review Joh Inform

Temporary Assignments n
Iriciuiry pages and reports that show work infarmation for &

Contract Administration

[ Contract
[ Temporary
Assignments
[ Review Jab Infarmation
[ Reports
- Joh Data
- Add Employment
Instance

= Calculate Compensation
— Company Property

[ Global Azsignments

[ Labor Administration

[ Workforee Reports

[ Benefits

(- Time and Labor

> Payroll for Morth America

i workforce Development

[ Organizational Development

> WiDrkfarce Monitoring

- Set Up HRMS

- Set Up BACR

(> Enterprise Components

(> Repoting Tools

- PeopleTools

|- Beturn to Partal

|- My Personalizations

|- My Dictionary

detils
K ﬁ Mairtain terimination infarmation for temparary assigness; Repont
on temporery assignement end dates

Temp Assignint due to Complete
Temp Assignmt wiout End Date

Maintain cortracts or other written agreements vith their
emplovees and contractors

7 Undale Confracts

Define Contract Tvpes

Define Contrect Clauses

3 hore

person
= Job Summary.
= Mutiple Jobs Summary

"] Reports

" Contains reports bassd on Job data of the Organization
=] Personnel Actions History.

Emplovees on Leave of Absence

Temporary Employess.

Years of Service

Company Propes
Erter the assignmerts of company property

o

&) Dore

8 @ Trusted sites

Step

Action
Click theJob Datalink.
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Q-0 NAG Lk 3% w-LJH B
'# MaineStreet
[Menu 8]

search: Mew iindow | Help | 1&,

®
[ Wy Fawarites Job Data
[ Self Senice Enter any information you have and click Search. Leave Tields blank for a list of all values
- Manager Self Service
> University of Maine System
[ Warkforce Administration
[> Personal Infarmation
< Job Infarmation EmpliD: beins with v |

[ Contract Administration Empl Red Nbr: =
[ Temporary

Assignments Name: beging with + |
[» Review Jaob Information Last Name:
[ Reports

- ]

hegins with v

Second Name: begins with

— Add Employment Alternate Character Name: | begin with
Instance
— Calculate Compensation|  Middle Name: begins with |+
— Company Praperty [Clinclude History  [JCorrect History [] Case Sensitive
> Global Assignments
[ Labor Administration
[ Workforce Reports Search | Clear | Basit Search Save Search Criteria

[ Benefits
[ Time and Lakor

[ Payroll for North America
[ Workforee Development
(- Organizational Development
[ Workforce Monitoring

(- Set Up HRMS

(- Set Up BACR

[ Enterprise Components
[ Reporting Tools

> PeopleTools

|- Return to Fortal

|- My Personalizations

|- My Dictionary

&) Done B @ Trusted sites

Step Action

4, To Search for an existing employee record eiteplID, Name or Last Name
Drop down menus can be used to select 'begins evithbntains', etc. to assist in
locating an employee. The more information tharntered, the narrower the
search and the shorter the search results lisetoew.

5. Click theSearchbutton.

If multiple employee records are listed, click bl appropriate employee record
to continue.
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MewWindow | Help | Customize Page | B,

Fartial Retirement EMP D: 0099999 EmplRed #: [
wark Location ot [4 g
HR Status: Active Payroll Status:  Active [
‘Effective Date: 03172008 [ Sequence: [0 *Joh Indicator IWI
Action I Reason: ‘ Pay Rate Change V‘ |Aumss—The'Euard V|
Current
Last Start Date: 09/01/1978 Termination Date:
Expected Job End Date |
Pasition Number: 00020451 S pssoclate Professor of Technol Position Entry Date: 0140112008
I L Al Position Management Record
Regulatory Region: UsA United States
Company: Ums University of Maine System
Business Unit: UMS06 University of Southern Maine
Department: PTECH Technology Department Entry Date: 01/m1/2008
Location: FO0200 Gorham Campus
Establishment ID: UMS06 Q University of Southem Maine
Date Created: 02/27i2009

Job Data

Employment Data  Eatnings Distribution

Benefits Program Farticipation ‘

EJSEVE‘ L Returnto Search | [Z] hotify

EMexttab | L Refresh ] Include History ‘

Wirk Location | Job Infarmation | Job Labor | Pavroll | Salary Plan | Compensation

&) Dore

8 @ Trusted sites

Step

10.

11.

12.

Action

Click thePlus (+) keyto add a new job row.

Enter theStart Date of the Partial Phased Retirement in Bffective Datefield.

Click theDrop-down Arrow to select from théction list.

Click thePay Rate Changdist item.

ate Change

Click theDrop-down Arrow to select from théction/Reasonlist.

Click thePartial Phased Retirementlist item.
[Partial Phased Retirement |

Enter the expected end date of the Partial PHas&tement in th&xpected Job
End Datefield.
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Step Action

13. Click theOverride Position Databutton to open the Standard Hours field for
editing on the Job Information panel.

NOTE: If Standard Hours has been edited in Position Dhais step is not
necessary. To bring changes in Position Data iolboDhta: delete the Position
Number, tab out of the field, then re-enter theitRmsNumber. Review standard
hours on Job Information panel and salary gradesteml (if applicable) on Salary
Plan panel for accuracy.

| Owerride Position Data ”

MewWindow | Help | Customize Page | B,
Partial Retirement EMP 1D: 0099999 EmplRed# 0
Work Location Find
HR Status: Active Payroll Status:  Active
*Effective Date: [08/01/2009 B gpquence: [ 0 *Job Indicator ‘f['[’]i"ﬂﬂb W
Action | Reason: | Pay Rate Change v| | Pattial Phased Retirement v
Future
Last Start Date: 09/01/1979 Termination Date:
Expected Job End Date  |05/3112011
Paosition Number: |oonz0451 O assoviate Professor of Technol Position Entry Date: 010172008 [
Use Position Data Position Management Record
Regulatory Region: usa United States
Company: UMS University of Maine Systerm
Business Unit: UMS06 University of Southern Maine
Department: PTECH Technology Department EntryDate: 0110172008 5]
*Location: [Poozon & Gomam campus
Establishment ID: Ums08 QU University of Southern Maine
Date Created: 03/12/2009
Job Data Er Data Earnings D Benefits Program Paricipation |
) save | ELReturn ta Search | [=] Matify = Nexttah | L Refresh Jl Include History |
wiork Location | Joh | Job Lahor | Pawroll | Salary Flan | Compensation
&) Done B @ Trusted sites

Step Action
14. Click theJob Information tab.

Jah Infar on
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-Joh Information

fisation |
0089939

EmplRed #:

[i}

First 4 1 orz D Last

MewWindow | Help | Customize Page | B,

Effective Date: 0B/01/2008 Effective Sequence: 0 m Job Indicator:  Primary Job

Action | Reason: Pay Rt Chy Partial Phased Retirement Futurs

*Joh Code: [pos0 @ Associate Prafessor- A Entry Date: [o1r0172008 [

Supenvisor Levet |

Reports To: [oon12688 Dean of Schoal ofApplied Sci 0018850 John Whght

RegularTemporany: Regular FulliPart: Full-Time

Empl Class: |f§5'{!ﬂﬁf7"i *Officer Code: ‘EE”E <

“Regular Shift: [ v Shift Rate: | il ]

Standard Hours

Standard Hours: \ﬁtruﬁ
Work Period: i A weekdy
FTE: 1.000000

Contract Number:

Q
Mext Contract Number

Contract Type:

» Eusa

Job Data

Employment Data  Earnings Distribution

Beneiits Program Participati |

ESEVE‘ LuReturntoSearch | [T Notify | @ Previoustab | =8 Next tab

%) Refresh ] Include History ‘

Work Location | Job Infarmation | Job Labor | Pavroll | Salary Plan | Compensation

8 @ Trusted sites

Step

Action

Enter the reduced hours into tB&andard Hours field. (or review if populating
from Position Data).

NOTE: Full/Part Status on this panel is defaulted frorsifkan Data and cannot
be overriden in Job Data.

PresgTab] to exit the field. The system will calculate thewETE rate.
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Q-0 RREAG LN 2

Home

MewWindow | Help | Customize Page | B,

Partial Retirernent

ID: 0099999 EmplRcd# 0

Job Information

Effective Date: 0B/01/2009 Effective Sequence: o O Jonmacator:  primary Job

Action / Reason: Pay RtChg Partial Phased Retirement Fitire

“Job Code: lposs 1A Assaciate Prafessor- AY Entry Date: |mio1izo08 E

Supervisor Level: ‘ Q

Reports To: 00012658 (U pean of School of Applied Sei 0018950 John Wright

RegulariTemporany: Regular FullPart: Full-Time

Empl Class: Faculty AY |~ *Officer Code: | Mone b

“Regular Shift: [} 3 Shift Rate: o
Standard Hours

Standard Hours: | 3200

\Work Period: v U Weekly

FTE: 0.800000

Contract Number: Q Contract Type:
Mesxt Contract Mumber

» E=ysa

Job Data Er Data Earnings D

Benefits Program Participation ‘

ave | L\ Returnto Searct ify revious tal le tal etres| JE)UpdateiDisplay Includle Histary
2 S\ Returnto S h | [=] Metif 5P tab | SMexttab | fLRefresh | JEUndateiDisp ] Include Hist

Winrk Lacation | Jok Information | Job Labor | Payroll | Salary Plar | Gor

&) Dore

8 @ Trusted sites

Step Action
17. Click theWork Location tab.
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Establishment ID: UMS06

Q University of Southern Maine
Date Created: 0312/2009
Job Data Employment Data  Earnings Distribution Benefils Program Particination ‘
B save ‘ Ll Return to Search | [=] Matity ENexttab | s Refresh 42 Include Histary |

wiork Loeation | Job Information | Job Labor | Pawroll | alary Flan | Compensation

&) Dore

8 @ Trusted sites

Step Action

18. Click theUse Position Datébutton to close the fields for overriding positidata.
| LIse Position Data |

19. Click theCompensationtab.
[ Compensation |
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Step Action
20. Enter the reduced comp rate into @@mp Ratefield.

21. Click theCalculate Compensationbutton to re-calculate the Pay Rates.

Page 10 Last changed on: 3/13/2009 8:41 AM



Process Document
HRMS: Partial Phased Retirement

Step Action

22. Click theBenefits Program Participation link.
I |
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Step Action

23. |C:“|Ck the Drop-down Arrow to select from tRart-Time Status list.
24. Click thePPRPIist item.
L ]
Page 12
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Step Action
25. Click theSavebutton.

NOTE:

- Annual Benefits Base Ratao data entry required as the employee's benefit
will be based on the reduced salary.

- Benefit Program No necessary to update as Ben Admin will autaraby
update the benefit program field after the evewrtased.

26. End of Procedure.
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