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Short Work Break - Return to work

Concept

Description:

This process covers instruction on how to retureraployee from a Short Work Break.

A Biweekly-paid employee may request and receive@yal to take time off without pay for a
period of time (i.e. over the summer months). Tscess 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 employeeis expected to work areduced continuous schedule during Short Work
Break, see process” Short Work Break - Hirein Temp job whileon SWB" or " Short Work
Break - Hirein Reg job whileon SWB" .

NOTE: Employeeson Short Work Break will not beincluded in processing Across-the-
Board increases and entitled to any salary increase upon return from Short Work Break.

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

1. Click theWorkforce Administration link.

[i= warkforce Administration]

2. Click theJob Infor mation link.

[ Joh Information
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Step
3.

Action
Click theJob Data link.
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Procedure:

Job Data

Enter any inform

EmpliD:

Empl Rcd Nbr:
Name:

Last Name:
Second Name:

Middle Name:

Search ‘

Find an Existing Value

Alternate Character Name: | begins with w

Cinclude History  []Correct History [] Case Sensitive

Mew window | Help | B2k

ation you have and click Search. Leave fields blank for a list of all values.

begins with ||

- ¥

begins with v ||

begins with

begins with

begins with v

Clear ‘ Basic Search 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 theSear ch button.

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

| SalaryPian | Compensation |

Jane Smith EMP D: 0093388 EmpIRcd#: 0
work Location fng st (4 or g (M Lant
HR Status: Active Paytoll Status:  Active =
*Effective Date: [08/07/2008 ) sequence: g O Joh Indicator |FrimaryJon v
Action | Reason: Data Change ol ‘ Biweekly - ShortWork Break v

E Current
Last Start Date: 08191985 Termination Date:

Expected Job End Date | £

Position Number: {0R04Da2% A pdministrative Assistant| Position Entry Date: 1042772004

i OB 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: 08202003
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 (+) key to add a new job row.

7. Enter theEffective Date of the end of the Short Work Break.

NOTE: The Effective DatdMUST BE the first day of a pay period (Sunday).

8. TheSequence field defaults to '0'". If the added row has theneaffective date as
the prior row, the sequence must be changed tondkehigher number.
Otherwise, do not change

9. Click the drop down arrow to select from thetion list.

10. Click theData Change list item from theAction list.

Ciata Change

11. Click the drop down arrow to select from thetion/Reason list.
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Step Action
12. Click theReturn Bwkly Short Work Break list item from theAction/Reason
list.

I]Return Brwekly ShoartWiark Break |

13. Click thePayroll tab.

Mew Window | Help | Customize Page |

EmplRcd #: 1
Payroll Information

First (44 or 2 B Last
Effective Date: 083092009 Effective Sequence: a D JobIndicator:  Primary Job
Action / Reason: Data Chg Return Brwkly Shart'Work Break Future
Payroll Systemn: Payroll for Naorth America
Payroll for North America
Pay Group: [3mE @ Shortwork Break Holiday Schedule:  [NONE QU Nane
Emplayee Type: Ha Hourly
Tax Location Code:  [UMSO0STX G U FICA Status:
GL Pay Type:
Combination Code: Edit ChariFields
Job Data Employment Data  Eamings Distribution Benefits Prograrm Paricipation |

ﬁsave‘ LuReturnto Search | [=]Notity | @i Previoustab | SMexttab |l Refresh

] Inciuce History ‘
Wtk Lacation | Job Infarmation | Job Labar | Payrall | Salary Plan | Co

€] Done

5 @ Trusted sites

Step Action

14, Click theL ook up Pay Group button.

15. Click theBWK or Biweekly item in the Pay Group List.
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Step Action
16. Click theCompensation tab.

Compensation

) Lke n- S m-Jidad

Mew Window | Help | Customize Page |

SalanyPlan | compensation

Jane Smith EMP ID: 0099999 EmplRcd #: 0

Compensation Fing  First [4] 1520 Last
Effective Date: 08/30/2008 Effective Sequence: 0 D Job Indicator:  Primary Job
Action | Reason: Data Chy Return Bwkly Shortwork Break Futurs
Compensation Rate: 00000005 “Frequency: B Q. Biweekly

~ Comparative Information

Change Amount: 0.0000005  USD Biweekly Compa-Ratio:
Change Percent: 0.000
Annual UsD Daity usD
Monthly usD Hourly uUsD
Ann Ben Rt 21,994.400 Salbase 21,994.40

Default Pay Components

| Fing | 8

Currency  |Frequency  |Percent Rate Code Group.

1 [NAHRLY Oy o ) usD @, H Q =
Calculate Compensation
Job Data Employment Data  Eamings Distribution Benefits Prograrm Paricipation |
B save | [ReturntoSearch | [ Notify Previous tab L Refresh A Include History

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

€] Done 5 @ Trusted sites

Step Action

17. Update the updated rate into tbemp Rate field. This may include any pay
increases due.

NOTE: If comp rate is connected to a step and the sisghanged during the
SWB, change the step and step entry date on tlagyJllan panel first.

18. Click theDefault Pay Components button.

NOTE: If step or wage schedule has changed, the updatednt will default
into the comp rate field.
| Default Pay Components I
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Step Action
19. Click theCalculate Compensation button to calculate the amounts in the Pay
Rates section.

NOTE: This button must be clicked to save the empl rcd.
| Calculate Compensation |

20. Click theEmployment Data link.

Iew Window | Help | Customnize Pane | 15,
Employment Information
Jane Smith EMP ID: 0099988 EmpiRed# 0
Organizational Instance
Organizational Instance Rod: o Original Start Date: 081911985
Last Start Date: 0B/1911%85  First Start Date: 081191985
Termination Date: Years Months Days
Org Instance Service Date: 0871871985 [l override “ 24 [1} 1
Organizational Assignment Data
Instance Record
Last Assignment Start Date: 08/18/1985 First Assignment Start: 08/19/1985
Assignment End Date:
Home/Host Classification: Home Years Months Days Time Reporter Data
Company Seniority Date: 08191985 D Override "" 24 0 1
Benefits Service Date: DBM18/1985 Cloverride 24 0 1
Seniority Pay Calc Date: 08191985 D Override "" 24 0 1
Probation Date: [
Professional Experience Date: [31) Last Verification Date: [
Business Title: Administrative Assistant | Position Phone: 207i581-2224
|3 =117}
Job Data Employment Data  Earnings Distribiution Benefits Pragram Participation
B seve ‘ LiReturnto Search | =] Notity | s Refresh # Include History
&) 2 @ Trusted sites

Step Action
21. Click theTime Reporter Data link.
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Q-0 NG| LHke & =@-JFd B

# MaineStreet

B

Mew Window | Help | Custamize Page | W&

[Time and Labor Data

Jane Smith ID: 0083539 EmplRcd # 0

Time Reporter Data Find | iz &1 First [4] 1 or 1 [M] Last
“Effective Date; (081102008 [ K *Time Reporter Status: | Inactive [¥] Send Time to Payroll =
Time Reporter Type  Time Reporting Template Commitment Accounting Flags
©Fapsed  [ELAPSED QR galary and Hourly Elapsed Time For Taskgroup
OPunch — [FuncH Q. Punch time for Students R
Time Period ID: PSSUNSAT Q. Sundayto Saturday
“Workgroup: FTHOURLY Full Time Colt Hourly
*Taskgroup: PSMONTASK Q K MNon Task Taskaroup
Task Profile ID: PSMONTASK & Mon Task Profile

TCD Group: Q
Restriction Profile ID: Q
Rule Element 1: Q
Rule Element 2: Q
Rule Element 3; Q
Rule Element 4; Q
Rule Element 5: Q
Time Zone: EST Q

OK Cancel ‘ Refresh |

Eastern Time

&) Done B @ Trusted sites

Step Action
22. Enter theEffective Date of the return to work.

NOTE: Effective DateVilUST BE the same effective date used in Job Data.

23. Click the drop down arrow to select from fhiene Reporter Status list.
24, Click theActive list item.
Active

25. Click theOK button.
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Employment Information

Q- O NG LKke

-Bowm-LJE S

Mew Window | Help | Custamize Page | W&

Jane Smith EMP D: 0099999 EmplRcd #: 0
Organizational Instance
Organizational Instance Red: a Original Start Date: 08/19/1985
LastStatDate: 08181985 First Start Date: 08/18/1885
Termination Date: Years Months Days
0Org Instance Service Date: 08/19/1985 [Coverride v 24 1) 1
Organizational Assignment Data
Instance Recerd
Last Assignment Start Date: 091811995 First Assignment Start: ~ 08/19/1985
Assignment End Date:
HomeHost Classification: Homa Years Months Days Time Reporter Data
Company Seniority Date: 08/18/1885 Cloverride 24 0 1
Benefits Service Date: 08/1911985 Coverride K 24 o 1
Seniority Pay Calc Date: ogrgnsss  [loveride ¥ 24 o 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 ‘ {£LReturnto Search Notity | s Refresh ) Include History
€] B @ Trusted sites

28.

Action
Click theSave button.

Additional | nfor mation:

- Restart all Additional Pay as necessary.
- Employee can begin entering time into regular job

- A Benefit Event will be created to re-enroll galve plans to begin sic/vac
accrual AND re-enroll in 403b/Employer Only (PlaypEs 46 & 48) if necessary.

- Arrears will begin to be withheld from paychecks.

- Additional Pay will begin to be paid, if applidab
End of Procedure.
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