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Return from 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 Waksomp process. Also s&eturn from
Paid L eave process.

Health Paid L eave:

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

*Once the employee has used all vacation, sickcangpensatory leave, they are placed on
Unpaid L eave unless granted an extension or advance of sieiitity leave.

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

Jury Duty Paid L eave
*Employees are paid their regular pay. There ishrange to the employee’s benefits.
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Navigation:
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Home

|® |/ Job Information

> Wy Favarites
Maintain information about & person tied to & specific job record

(- Belf Service

(- Manager Self Service Jnh Data Aﬂﬂ Emipl ent Instance

(> University of Maine System Ertter job infarmation including work location and compensation A & new employment organizational instance for & person
[~ Workforce Administration detsils.

[> Personal Information

~ Job [nfi ion = =
[> Reviews Job Information E’ jReview Joh Information J’ Reports
> Repons " Inauiry pages and reports that show work informistion for & " Containg reports hased onJak data of the Organization,
— Joh Data person = Personnel Actions History
- Add Employiment =] Job Summary Emmplovees on Leave of Alsence
Instance = Muttiple Jobs Summary: = Temporary Emplovess
© Workioree Repors = Years of Service
[ Benefits

(- Time and Labor

- Payroll for North America

[ Workforce Development

[ Organizational Development
- Workforce Monitoring

" Reparting Tools

[ PeopleTools

- Return o Horal

- My Personalizations

- Wy Dictionary

&) bone S @ Trusted sites

Step  Action
1. Click theWorkforce Administration link.
2. Click theJob Information link.
3. Click theJob Data link.
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Q-0 RNEA¢
"#-I\c[aincSn'eet

lsearch: ) Hew window | Help | 2
iy Favarites Job Data
Self Sarvice Enter any infarmation you have and click Search. Leawe flelds blank for a list of all values.

Manager Self Sarvice
University of Mains Systerm Find an Existing Value
[ Workfarce Administration
[ Personal Information

~ Jab Information EmpliD: | beging with |[onssaaa
I; ;zzlna;;mh Inforrmation Empl Red Nbr: [= & |
—eFiDats Name: | beging with ||
~ &dd Emplovment Last Name: | beging with v |

Instance

e e Second Name: | negins with ||

Benefits Alternate Character Name: | begins with v ||

Time and Labor N .

Payrall for borth America Micidie' Hame; EEE".TS_“!'&L|

Warkforce Development [Clinclude History  []Correct History  [] Case Sensitive
Organizational Development
Workforce Monitoring

Reporting Tools Search I Clear I Basic Search [ Save search Criteria
PeapleTaals
| meturrito Fonai
|- b Personalizations Search Results
|- by Dictionary
00a939€ 0 Paid Leave LEAVE blank blank
0099999 1 Paid Leave LEAVE blank) blank) J
& 8 @ Trustedsites

Step  Action
4, To Search for an existing employee record: EBtapll D, Name or Last Name.
Drop-down menus can be used to selébegins with ‘contains, etc. to assist in

locating an employee. The more information tharnitered, the narrower the search
and the shorter the search results list for review.

5. Click the Sear ch button.

6. If multiple employee records are listed, click de appropriate employee record.
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MewWindow | Help | Customize Page | B,

| SalaryPian | Compensation |

Paid Leave EMP ID: 0099399 EmplRcd #: 0
hwaork Location Fng First (U o O Laet
HR Status: Active Paytoll Status:  Active =
*Effective Date: (120172008 B sequence: [o o “Joh nicator | PrimanyJos v
Action / Reason: Return fram Leave V\ ‘ Return fram Paid Leave V\
E Future
Last Start Date: 091411982 Termination Date:
Expected Job End Date | H
Position Number: 0098558 Q. pdministrative Assistant Position Entry Date: 09(01/2005
Overtide Position Data Position Management Record
Regulatory Region: UsA United States
Compamy Ums University of Maine System
Business Unit: UMS06 University of Sauthern Maine
Department: PGANY Geography & Anthropology Department Entry Date: 09141982
Location: FO0200 Gorham 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
7. Click thePlus (+) key to add a new job row.
8. Enter theEffective Date of the return from leave.

9. Sequence field 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 theReturn from Leave list item.

12.  Click theDrop-down arrow to select from thé\ction/Reason list.
13.  Click theReturn from Paid L eave list item.

14.  Click the Save button.
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MewWindow | Help | Customize Page | B,

General Deduction Data

Faid Leave Person ID: 0099999

Compamg UMS  University of Maine System
(General Deduction

*Deduction Code: 34+ A Retire Savings Adjustment
Deduction Details

*Effective Date: [12zi0112008 Take on all Paygroups

fon Calculation Routing; | Percent of Special Eamings v |

Deduction End Date: [11r30i2008 51 Deduction Rate or %: [

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 10/10/2008

B Save | LiRetwntoSearch | [Shokity | 7 Retresh 2 Include History

&) Done B @ Trusted sites

Step  Action

15. If the employee had Deduction Code 344 set up for withholding TIAA-CREF
based on full-pay, enter arow to stop the additional withholding.

(SeeGeneral Deduction process for additional information.)
16. Enter theEffective Date.
17. Enter the last day of the payperiod into Begluction End Date field.
18. Delete the rate in thBeduction Rate or % field.
19. Click theSave button.
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