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Stipend

Stipends are:

- added to an employee's record thru Pay Rate @haation in Job Data,

- add to employee's base pay (ABBR) for benefitsutation if paid with earnings code 690 or
691,

- paid thru Additional Pay,

- distributed to G/L thru Distribution Detail.

Setting up a stipend for an employee is a 3- Ragss:
1) Edit Job Data

2) Set up payment in Additional Pay

3) Set up distribution in Distribution Detail

There are four stipend earning codes:
-690 — Stipend

-691 - Stipend (Endowed)

-680 - Stipend Temporary

-685 - Stipend Biweekly.

Earnings code 6990Stipend should be used for stipends that ara faggar or more, are for
salaried staff, and should be included in bases&eBBR) for benefits purposes. Earnings code
690 should be

used for AFUM department/division Chair stipends.

Earnings code 694 Stipend (Endowed) should be used for stipenalsate for a year or more,
are for salaried staff, and should be includedasebsalary (ABBR) for benefits purposes.
Earnings code 691 should be used for AFUM wheresitipn is endowed. You may consider it
an endowed or named chair position. A gift has beade or bequeathed to establish an
additional stipend for a position. This is not gpaement/division Chair.

Earnings code 680Stipend Temporary should be used for stipendisdte for salaried staff, are
for less than one year, and is not eligible fordfiga

Earnings code 685Stipend Biweekly earnings should be used forperary stipends, are for
hourly staff, and is not eligible for benefits.
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Regular Stipendéarnings codes 690, 691) are included in the @rtvase benefits rate (ABBR),
so are included in benefit calculations such g@eeraent, life insurance, and long-term disability.

Temporary stipend@&arnings codes 680, 685) are not included ilARBBR, so they are
excluded from benefits calculations such as retlife insurance, and long-term disability.

Corresponding distribution account numbers shoaldddected to make sure the budget accounts
are credited correctly.

Stipends for department Chairs should be paid ertiditional pay page, and the position
number for the Chair in that department shouldritered on the Additional Pay record.
ABBR should be overridden in job data as describdtie process when there are stipend
earnings for 690, and 691 so that the stipend nsomikk be added to base salary (Salbase).

Lastly, Please code the Supervisor Level as ChaiJ for department/division chairs who have
690 earnings (not 691 earnings), and delete therSigor Level code when it no longer applies.

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

Please refer tdattp://www.maine.edu/pdf/Stipend BUSPROC.pdf

Please refer tdhttp://www.maine.edu/pdf/Stipend JOBAID.pdf
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Navigation

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

Q-0 HEG L,LPHe &

" BeopleSoft

&) bone

S @ Trusted sites

Step Action

1. Click theWorkforce Administration link.

[i= warkforce Administration]

2. Click theJob Information link.

[ Joh Information

3. Click theJob Datalink.
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Procedure

@.

Search:

> Wy Favorites
> Self Senvice
- Manager Self Service
- University of Maine System
[ Warkforce Administration
[ Persanal Infarmatian
= Job Information
[ Review Job Information
I Reports
) a

Instance

[ Wintkfarce Repons
> Benefits
[ Time and Labor
- Payroll for North America
[ Workforce Development
(- Organizational Development
- Workforce Monitoring
[ SetUp HRMS
[ Setlp SACR
> Enterprise Components
> Reporting Tools
 PeopleTools
|- Beturn to Portal
|- Mty Personalizations
|- Ity Dictionary

EREE

Wew viindow | Hel | 5}

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

Find an Existing Value

EmpliD: | begling with \:li
Empl Red Nbr: [ v |
Name: [ begins with v ||
Last Name: | begins with |+

Second Name: | beging with »

|
|
Alternate Character Name: | beging with + ||
Middle Name: | beging with ||

[include History  [|Correct History [ Case Sensitive

Search Clear | Basic Search Save Search Criteria

€] Done

S @ Trusted sites

Step

Action

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

Click theSearchbutton.

If multiple employee records are listed, click tppropriate employee record to
continue.
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Q-0 RNE®G Lke 22

‘# MaineStreet

MewWindow | Help | Customize Page | B,
Work Location | Jah Infarmation
+Joe Stipend EMP ID: 0099583 EmplRed#: 0
[Work Location
HR Status: Active Payroll Status:  Active
*Effactive Date: h1m172008 B gequence: | o i *Job Indicator | Primarvdoh &)
Action | Reason: | Pay Rate Change v| [ Adustment v
Current
Last Start Date: 12181877 Termination Date:
Expected Job End Date | EJ
Position Number: (00093999 Q Pasition Entry Date: 05/ 5/2006
et il Uz Position Management Record
Regulatory Region: usA United States
Compamy: LS University of Maine Systam
Business Unit: umMsos University of Maine Systern
Department: SASDS Admin Systems Dev & Support Department Entry Date: 12191977
Location: 500700 University System Office
Establishment ID: UM308 U Univarsity of Maine Systern
Date Created: 111242008
Joh Data Employment Data  Earnings Distribution Benefits Prograrm P ‘
B save ‘ L\ Returnto Search | [=] Natity =Mexttab | 1L Refresh 4 Incluce Histary ‘
Work Location | Job Information | Job Labor | Payrall | Salary Flan | Co
&) Done B @ Trusted sites

Step Action

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

7. Enter the first day of the pay period in whick gtipend is to be paid into the
Effective Datefield.

8. Click theDrop-down Arrow to select from théction list.
9. Click thePay Rate Changdist item.

ate Change

10. Click theDrop-down Arrow to select from théction/Reasonlist.
11. Click theStipend list item.

[stipend |
12. Click theBenefits Program Participation link.

[Benefits Program Patticipatior]
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Mew Window | Help | Custamize Page | W&

Benefit Program Participation

Joe Stipend EMP D: 0099999 EmplRcd #: [

Benafit Record Number: !
g First (4 o2 O Last

Effective Date: 06/01/2008 Effective Sequence: 1}
Action  Reason: PayRate Change Stipend
Future
*Benefits System: Benefits Employee Status:  Active
Annual Benefits Base Rate: 75000.0005F usD Annhual Rate 74,000.000
[CIManual Override ABBR
ABBR Override Date (G

Benefits Administration Eligibility
BAS Group ID: 008 QL SwS Employee Group

*Part_Time Status | None v *Eligible Mo - Work Calendar Q
PATFA Status b Elig Fid 5: Elig Fid 6:
Non-Contril v Elig Fid 8: Cohort
Benefit Program Participation it ! First [4 1 o 1 [P Last
*Effective Date “Benefit Program Currency Code =
120191977 5 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

13. Enter the full amount of salary including stipentb theAnnual Benefits Base
Rate field.

14. Click theManual Override ABBR option.
DManual Owverride ABBRl

15. Enter the end date of the last payroll that siipeill be paid into théABBR
Override Date field.

NOTE: When the ABBR process runs on the day after tidedae (for this
example 12/1/09) a new job row will be created. phecess will set the ABBR
Override Date and Manual Override ABBR fields tarik and the Annual
Benefits Base Rate field will be set equal to tmndal Rate.

Additional Information : Annual Rate and Salbase will appear as 'disptdy o
fields on Compensation Panel in Job Data.
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Step
16.

Action
Click theSavebutton.

Q-0 ¥E
‘# MaineStreet

[search: .
| @

- My Favorites

[ Self Senice

(> Manager Self Service

> University of Maine System
[ Workforce Administration
U Benefits

(- Time and Lahar

a
- Employes Pay Data USA
I Payroll Processing USA
[ Retroactive Payroll

[ Pay Period Tax Reports

usa
> Periodic Payroll Events:
[S1=28

b U5, Quarterly Processing
[ LLE. Annual Processing
(- Workforce Development
- Organizational Development
[ Waorkforce Monitoring
[ Set Up HRMS
[ SetUp SACR

HPLke 2% B-1JE 3

Hew Window | Help | Customize Page | 5]

 \piork Location

dob Information

_ Joh Labor )] Compensation

Joe Stipend EMP D 0099999 EmplRcd# 0
Compensation Find First 1] 102 0 Last
Effective Date: 08/01/2009 Effective Sequence: (1] m Job Indicator:  Primary Job
Action /Reason:  Pay Rt Chg Stipend Ftife
Compensation Rate: 8,250.00000053 *Frequency: ﬁ'ﬂ 'Q Monthly

~ Comparative Information
0.0000005]
Change Percent: 0.000

Change Amount: UsD Manthly Compa-Ratio: 1.07

Annual 74,000.000000 USD Daiby 288.461538 USD
Monthhy 6,250.000000 USD Hourly 36.057682 USD
Ann Ben Rt 78,000,000 Salbase 78,000.00

i Component:
" Reparting Tools

[ PeopleTools

|- Beturn to Portal

|- Mty Personalizations

|- My Dictionary

& Save

L\ Return to Search

Default Pay Components

First 1 1 o 1 %] Last

‘Rate Code Seq |Comp Rate Currency  |Frequency  |Percent Rate Code Group.
1 [NAANNL Q i 6,250.000000 7] usD@ Mm@
Caleulate Compensation
Job Data Employment Data  Earnings Distribution

Benefits Pragram P ‘

=] Notify Previous tab %) Refresh ] Include History

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

€] Done

S @ Trusted sites

Step
17.

18.

19.

Action

Stipend must be set up in Additional Pay withrappiate start and end dates.
Payment of stipend will end at End Date set in Aiddal Pay.

Click thePayroll for North America link.

Jorth Am a

Click theEmployee Pay Data USAink.
[z Employee Pay Data USA|

Click theCreate Additional Pay link.
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search:
|®

[ Wy Fawarites

[ Self Serice

[ Manager Self Service

[ University of Maine System
(> Workforce Administration
(> Benefits

(> Time and Labor

[ Payroll for North America

[ Deductions
— Create Additional Pay
— Reguest Direct Deposit
- Update Payroll Options
— Search by Mational ID
& Payroll Processing USA
[ Retroactive Payroll
[ Pay Period Tax Reparts

(U1=28
[ Periodic Payroll Events
(SI=18

[ 118, Quarterly Pracessing
[ U8 Annual Pracessing

i workforce Development

[ Organizational Development

> WiDrkfarce Monitoring

- Set Up HRMS

- Set Up BACR

(> Enterprise Components

(> Repoting Tools

- PeopleTools

|- Beturn to Partal

|- My Personalizations

-0 KRB LIS a-LUdSd

|- My Dictionary

Create Additional Pay
Enter any infarmation you hawe and click Search. Leave fields blank for a list of all values

Find an Existing \falue

Home

EmpliD: heging with VHUUQBBBB
Empl Red Nbr: E ¥ |
Name: heging with w ||
Last Name: begins with + ||
Second Name: begins with v ||
Atternate Character Name: begins with + ||
Middle Name: begins with + |

[Clinciude History []Correct History [ ]Case Sensitive

Search J Clear I Basic Search [E) Bave Search Criterla

&) Dore

8 @ Trusted sites

Step
20.
21.

Action

Enter the employee's emplid into @mplID field.

Click theSearchbutton.
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[ Organizational Development el RIGLEIES au.uy
(> Workforce Monitoring Employee Type: Salaried
| Set Un Hrus
- Enterprise Components Position:
E s;s;‘g‘;ggg”‘s Business Unit: umsna University of Maine Systern
|- Return to Partal DeptiD: BABDSE Admin Bystems Dev & Suppaort
|- My Persanalizations Job Code: 7500 Professional Specialist, Other
|- My Dictionary Combination Codle:
GL Pay Type:
Shift: G
Position: Q
Business Unit: QU
DeptiD: Q
Job Code: Q
Combination Code: Edit CharFields
GL Pay Type:
*Addl Shift:
@SEVE‘ Q\Relumlnseamh‘ Elmmivyl bee!rEsh‘ ‘ £ Include History ‘ 3
&) Done B @ Trusted sites
Step Action
22. Click thePlus (+) keyin the Additional Pay box to add a new row.
23. Enter the appropriate stipend earnings codetir@&arnings Codefield.
24, Enter the start date of the stipend (start dapag period) into th&ffective Date
field.
25. Enter the appropriate sequence ("1" if no otleéive additional pay records are
set up for this earnings code) into thedl Seq #field.
26. Enter the end date of the stipend (last day pfeiod) into théend Date field.
27. TheReasonfield is optional.

Mot Specif w
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Step Action

28. Enter the dollar amount to be paid per pay pentaltheEarnings field.
29. Click theOK to Pay option to continue.
30. Enter the appropriateosition Numberinto thePosition field in the Job Data

Override sectio©ONLY if the position for stipend payment is differenaththe
default Position.

Step Action
31. Click theSavebutton.

[ ]
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Step Action
32. Set up Distribution Detail for Stipend paid thdditional Pay.

Click theUniversity of Maine Systemlink.
I |

33. Click theSetup University of Maine Syslink.
34. Click thePayroll link.
L1
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Step Action
35. Click theDistribution Detail link.
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Step Action

36. Enter the employees emplid into @mplID field.
37. Click theSearchbutton.
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Step Action

38. Enter the end date of the current distributido itheEnd Date field.
39. Click thePlus (+) keyin the Distribution Periods section to add a new.r
40. Enter the end date of the new distribution il@®End Date field.

NOTE: The Start Date will default to the day followirtgetend date entered in
the prior row.

41. Click thePlus (+) keyto add a new distribution row.
42. Enter the appropriate stipend earnings codetih@&arn Code field.
43. Enter the appropriate sequence (same as in Rdy)l into theAddl Seq #field.

Page 14 Last changed on: 11/18/2009 2:03 PM



Process Document
HRMS: Stipend

Step Action
44, Enter the appropriate Combo Code into@menbo Codefield.

45, Enter the percent of stipend charged to this @atcimto theDistrb % field.

NOTE: Additional rows may need to be added. Eachlination of earnings
code, department and addl seq # must total 100%.

Step Action
46. Click theSavebutton.

47. End of Procedure.
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