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Short Work Break - Begin

Concept

Description:

A Biweekly-paid employee may request and receiv@yal to take time off without pay for a
period of time (i.e. over the summer months). Tmcess also covers those employees working
an Academic Year. The employee will retain theirent benefits. No benefits billing will be
setup, and benefit premiums will automatically arr&vhen the employee returns to work,
double deductions will be taken until the totakans amount has been processed.

If an employee is expected to work a reduced contilous schedule during Short Work
Break, see process "Short Work Break - Hire in Temgob while on SWB" or "Short Work
Break - Hire in Reg job while on SWB".

NOTE: Employees on Short Work Break will not be induded in processing Across-the-
Board increases and entitled to any salary increasgpon return from Short Work Break.

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

Please refer tdttp://www.maine.edu/pdf/Short Work Break Begin BREEC.pdf

Please refer tchttp://www.maine.edu/pdf/Short Work Break Begin JDB.pdf
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A

HRMS: Short Work Break - Begin MaineStrest
Navigation:
0-0 RAG LSO 2% = -UKLS

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

S @ mnternet

Step

Action

Click theWorkforce Administration link.

[i= warkforce Administration]

Click theJob Information link.
Click theJob Datalink.
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Procedure:

Mew viindo | Help | 15,

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

Find an Existing Value
EmpliD: hegins with v |
Empl Red Nbr: = vl |
Narme: begins with v |
Last Name: begins with v |
Second Name: begins with v |
Alternate Character Name: | begins with + |
Middle Name: begins with v ||
[Jinciude History [ Correct History [ Case Sensitive

Search | Clear ‘ Basic Search B Save Search Criteria

€] Done B @ Internet

Step Action

4, Enter EmplID, Name or Last Name. Drop down mesarsbe used to select
'begins with', 'contains’, etc. to assist in laugtn employee. The more
information that is entered, the narrower the deard the shorter the search
results list for review.

5. Click theSearchbutton.

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

# MaineStreet

MewWindow | Help | Customize Page | B,

Jane Smith EMP D: 0098983 EmpiRcd # 0
hwaork Location Fng First (U o O Laet
HR Status: Active Paytoll Status:  Active =
*Effective Date: 0871072008 B sequence: 7 O *Job Indicator M|
Action | Reason: Pay Rate Change V\ ‘Acruss—The'Euard V\
E Current
Last Start Date: 08191985 Termination Date:
Expected Job End Date | &
Position Number: {0R04Da2% A pdministrative Assistant| Position Entry Date: 1042772004
) ! HigaT Position Management Record
Regulatory Region: UsA United States
Compamy Ums University of Maine System
Business Unit: UmMs0s University of Maine
Department: OECE LIt Electrical & Computer Engin Department Entry Date: 08Man98s
Location: 000100 Orono Carnpus

Establishment ID: UMS05 Q University of Maine

Date Created: 08/14/2008
Job Data Employment Data  Earnings Distribution Benefits Fragram Participation ‘
B seve ‘ L Returnto Search | [=] hotify SiNextteh | L Refresh £ Include History ‘
Work Location | Job Information | Job Labor | Payroll | Salary Plan | Co
&) Done B @ Trusted sites

Step Action

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

7. Enter the effective date of the SWB.

IMPORTANT NOTE : The Effective DatéMUST BE the first day of a
payperiod (Sunday). If the SWB actually takes dffeche middle of a pay
period, the effective date should be the next Syindiat the prior Sunday.

8. Click the drop down arrow to select from thetion list.
9. Click the appropriate item from ti#ection List.
[Data Change |

10. Click the drop down arrow to select from thetion/Reasonlist.

1l
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Step Action

11. Click the appropriate item from ti#etion/Reasonlist.
[Biweekly - Shart Wark Break |

Home

Hew Window | Heln | Customize Page | 5L

Jane Smith EMP D: 098983 EmpiRcd # 0

[Work Location

HR Status: Active Payroll Status:  Active =
*Effective Date: [08m7/2008 [ Sequence: [ *Job InuinmEL@l
Action | Reason: ata Change | |
current
Last Start Date: 08/158/1885 Termination Date:
Expected .Job End Date | B
Position Number: o127 A administrative Assistant | Position Entry Date: 10/27/2004
Override Position Data Position Management Record

Regulatory Region: usA United States
Compamyg. UMS University of Maine Systern
Business Unit: Umsos University of Maine
Department: OECE Ut Electrical & Computer Engin Department Entry Date: 081191985
Location: 000100 Orono Campus
Establishment ID: UM305 S Univarsity of Maine

Date Created: 08/20/2009
Job Data Employment Data  Earnings Distribution Bengfits Pragram Participation ‘

B save ‘ LuReturnto Search | [=] Natity =Mexttab | L Refresh 4 Incluce Histary ‘

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

€] Done

5 @ Trusted sites

Step Action
12. Click thePayroll tab.
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Q- O HRE®
# MaineStreet

Pk 3% m-LJEd

Jane smith EMP 1D: 0098585833 EmplRed#: 0
Payroll Information Find

Effective Date: 06/7i2009 Effective Sequence: i) m JobIndicator:  Primary Job

Action / Reason: Data Chy Biweekly - Short Work Break

Current

Payroll System: Payroll for North America

Payroll for North America

Pay Group: Bk Biweekly Holiday Schedule: ~ [NONE QL none
Employee Type: ERiES Hourly
Tax Location Code:  |UMS05Tx Q. oum FICA Status: Subject 03

GL Pay Type:

Combination Code:

Edit ChartFields

.‘",le-ﬂx

Home:

Sign out

NewWindow | Help | Customize Page |

Jab Data Employment Data  Earnings Distribution Benefits Program Participation

B save ‘ SLReturnto Search | [ Nofify | i Previoustal | SiNexttsh | Retresh 2 Include History ‘

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Co

&) Dore

8 @ Trusted sites

Step Action

13. Click theLook up Pay Group button.

14, Select theshort Work Break entry from thePay Group List.

Shoart Wiork Break
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Jane Smith EmMP D: 0095533 EmplRed#: 0
Payroll Information Find
Effective Date: 06/7i2009 Effective Sequence: i) m JobIndicator:  Primary Job
Action / Reason: Data Chy Biweekly - Short Work Break Current
Payroll System: Payroll for North America
Payroll for North America
Pay Group: [ewE @ ShortWork Break Holiday Schedule:  |NONE  Q  none
Employee Type: ERiES Hourly
Tax Location Code:  |UMS05Tx Q. oum FICA Status: Subject 03
GL Pay Type:
Combination Code: Edit ChartFields
Job Data EmploymentData  Earnings Distribution Benefits Program Parficipatio

B save | SLReturnto Search | (] Nolify

Previoustab | (SiMexttab | rbRefresh | ] ndaieDisplay
Work Location | Job Information | Job Labor | Payroll | Salary Plan | Co

2 Include History |

&) Dore

Home:

NewWindow | Help | Customize Page |

8 @ Trusted sites

Step Action

15. Click theCompensationtab.
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Q-0 KRB LHe RS m-LHS

Home:
B

NewWindow | Help | Customize Page |

Compensation

Jane Srmith EMP ID:

0088339 EmplRcd#:
Compensation Pt First [ 1or3 O Last
Effective Date: 06072008 Effective Sequence: 1] m Job Indicator:  Primary Job
Action | Reason: Data Chy Biweekly - Short Work Break Current
Compensation Rate: 1,157 Boo0o05 *Frequency: B Q. Biweekly
~ Comparative Information
Change Amount: 0.00000050  USD Biweekly Compa-Ratio: 0.97

Change Percent: 0.000

~ Pay Rates

Annual 30,087 600000 USD Daily 1156760000 USD
Monthty 2508133333 USD Hourly 14.470000 USD
Ann Ben Rt 21,994.400 Salbase

21,994 40

Default Pay Components

urrency  |Frequency |Percent Rate Code Group

1 [NAHRLY G [ 144700005 usD, H  Q
Calculate Compengation

Jab Data Emplovment Data  Earnings Distribution Benefits Program Participation |

Save | ClReturnto Search notity | @ Previoustab | cniietish | o Retresh | | poiseDisplay Inciuc History
{

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

&) Dore

8 @ Trusted sites

Step Action
16. Set theComp Rateto zero or blank.
17. Click theCalculate Compensationbutton.

| Calculate Compensation

Page 8 Last changed on: 8/31/2009 4:33 PM



Process Document
HRMS: Short Work Break - Begin

Home:

NewWindow | Help | Customize Page |

Compensation

Jane Smith EmMP ID: 0093555 Empl Red# 0

Find First

Compensation

1] m Job Indicator:  Primary Job

Effective Date: 0B/07r2008 Effective Sequence:
Action | Reason: Data Chg Biweekly - ShortWork Break Current
Compensation Rate: 0.0000007] *Frequency: B Q. Biweekly
~ Comparative Information

Change Amount: -1,157.6000005 USD Biweekly Compa-Ratio:

Change Percent: -100.000

Annual usD Daily uso

Monthly usD Hourly usD

Ann Ben Rt 21,884 400 Salbase 21,994 40

Default Pay Components

urrency  |Frequency |Percent Rate Code Group

Rate Code
1uaHRLY @ [ o = usoa B Q

Jab Data Emplovment Data  Earnings Distribution Benefits Program Participation |

Save | ClReturnto Search notity | @ Previoustab | cniietish | o Retresh | | poiseDisplay Inciuc History
{

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

8 @ Trusted sites

&) Dore

Step Action
18. Click theBenefits Program Participation link.

[Benefits Program Participation]
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A

MaineStreet

Q-0 NG LHke & =m-JFd B

Benefit Program Participation

Jane Smith EMP ID: 0099999 EmplRed # 0

Benefit Record Number: |0

Effective Date: 06/07/2008 Effective Sequence: 1}
Action  Reason: Data Change Biweekly - Shortaork Break
Current
“Benefits System: Benedits Administration b Benefits Employee Status:  Activa
Annual Benefits Base Rate: 2199440057 usD Annhual Rate
[¥IManual Override ABBR
ABBR Override Date (G

Benefits Administration Eligibility

BAS Group ID: 005 2 UM Employee Group

Fing  First 4 1oz O Last

NewWindow | Help | Customize Page |

*Part.Time Status | Mone v *Eligible Mo v Work Calendar [BWKLY ACAD
PATFA Status b Elig Fid 5: Elig Fid 6:
Non-Contril v Elig Fld 8: Cohort
Benefit Program Participation A First [4 1 o 1 [P Last
*Effective Date “Benefit Program Currency Code =
08r191985 | UFT University Fulltime Ben Prog usD
Job Data EmplovmentData  Earnings Distribution Benefits Program Participation
& save | LiReturnto Search Motity | s Refresh & Include History
&) Done B @ Trusted sites
Step Action
19. Review data on thBenefit Program Participation panel:

1. Annual Benefits Base Rate review for accuracy.

2. Manual Override ABBR - should remain checked while on SWB.
3. ABBR Override Date - should be blank. Not used for SWB.

Ermplovinent Datal

Page 10

Last changed on: 8/31/2009 4:33 PM



Process Document
HRMS: Short Work Break - Begin

@ 3-% = U3

Home:

NewWindow | Help | Customize Page |

Employment Information

Jane Smith EMP D: 0098983 EmpIRcd # 0
Organizational Instance

Organizational Instance Rcd: a Original Start Date: 0811911985

Last Start Date: 0BM9M1985  First Start Date: 087191885

Termination Date: Years Months Days

0Org Instance Service Date: 08/19/1985 [Coverride “ 24 1) 1

Organizational Assighment Data

Instance Recerd

Last Assignment Start Date: 08191985 First Assignment Start: 0g/19/19845

Assignment End Date:

Home/Host Classification: Home Years Months Days e Fepnier At
Company Seniority Date: DBM18/1985 [override v 24 0 1

Benefits Service Date: 08/1911985 Coverride © 24 o 1

Seniority Pay Calc Date: 08/18/1885 Cloverride ¥ 24 0 1

Probation Date:
Professional Experience Date: [5) Last Verification Date: [5
Business Title: Administrative Assistant | Position Phone: 207i581-2224

» s
Job Dats Employment Data  Earnings Distribution Benefits Program Participation
& save ‘ L\ Returnto Search | [=] Notity | s Refresh ) Include History

8 @ Trusted sites

[

Step Action
20. Click theTime Reporter Datalink to Inactive Time Reporter Data.
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e e 1.
Rule Element 2:
Rule Element 3:
Rule Element 4:
Rule Element 5:

Ppoppp,

Time Zone: 5T Eastern Time

OK Cancel Refresh |

&) Done B @ Trusted sites

Step Action

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

22. Enter theEffective Dateof the SWBMUST BE the same effective date entered
in Job Data.

23. Click the drop down arrow to select from fhiene Reporter Statuslist.

24, Click thelnactive list item.
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Step Action
25. Click theOK button.

L]
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Step Action

26. Click theSavebutton.
27. A Warning message will appear that the Compems&®iate has been set to zero.

Click theOK button to continue.

!

28. A Warning message will appear that the HourlyeRatiess than minimum
specified on the Salary Grade Table.

Click theOK button to continue.
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Step Action

29. A Warning message will appear that Not all defdicompensation rows have a
comprate.

Click theOK button to continue.

30. Additioinal Information:

Stop all Additional Pay records as of last day ofdst pay period paid.

- Benefits will arrear unless paid from another jd.

- A Benefit Event will be created to unenroll in €ave plans to stop sic/vac
accrual AND unenroll in 403b/Employer Only (Plan Types 46 & 48) if
employee is expected to work temporarily in anothejob.

- Do NOT set up Benefits Billing

- Will result in zero paycheck. No paycheck/advic&vill be printed.
31. End of Procedure.
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