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Termination - Layoff

Concept

Description:
Employees in their first 12 months of layoff mayaia their University benefits. Campus benefits

personnel should refer to the Benefits Manual faicges and procedures.

If the employee DOESreceive severance payflhe layoff action is a 3-step proceSsep
1ldocuments severance paymetgp 2documents the layoff action after the entire ama@fin
severance has been paid and terminates the HRagmallstatus, an®&tep 3terminates the
Benefits status.

If the employee DOES NOTreceive severance payonly Steps 2 and3 need to be performed.

Additional Information:

«If the employee has multiple jobs and the laysffdr more than one job, repeat this process for
all appropriate empl rcds.

ALSO NOTE: If the employee is re-hired during the layoff pdrin a temporary status, a
concurrent job should be created for the tempojakby

Benefits:

1.Follow theEvent Maintenance LOA Eventprocess to complete the Benefits portion of the
layoff.

2.To exclude the temporary Concurrent Job fromAthieual Rate for benefits calculation, update
the Primary Job Flags Maintenance page (Home>Cosapefmployees>Administer
Automated Benefits>Use>Primary Job Flags Mainteegnc

*Deselect box fomclude Eligibility

*Deselect box fomclude Deductions
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Navigation:

Home Adilfo < Sign

Search:

[ — ‘® V: / Job Information

- iy Favorites :

- Self Service Maintain information about 4 person tied to & specific job record

> Manager Self Senice Job Data E Add Employment Instance

(- University of haine System er fing work location and Add & new employment organizational instence for a persan.
[ Workforce Administration
- Personal Infarmtion

>
V// Review Job Information U/,’ Reports
" Inetry pages and reperts thet shaw watk infarmation for a persan " Conteins eports based on Job data of the Organizetion,

] Persornel Actions Htory.

5 Job Summary
Emplovees on Leave of Aserce

5 Mutiple Jobs Summary
Temporery Enplovees
= Years of Sevice

- Workfarce Reports
1> Benefils
1 Tirne and Labor
- Payroll for North America
- Worktarce Development
[ Grganizational Development
1+ Worklarce Monitaring
- Reporting Tools
1> PeopleTouls
- Retumn to Portal
- it Personalizations
- My Dictionary

€] bone 3 @ Trustedsites

Step Action

1. STEP 1:
Set up Severance pay (if applicable).

Click theWorkforce Administration link.
2. Click theJob Information link.
3. Click theJob Datalink.
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Procedure:

Job Data

EmpliD:

Empl Red Nbr:
Natme:

Last Name:

Second Name:

Middle Name:

Q-0 NRG,PFORZE-LJHS

'# MaineStreet

Enter any information you have and click Search. Leave fields blank for a listofallvalues.

Find an Existing Value

Atternate Character Name: beging with v

Dlinciude History  [Jcorrect History  [JCase Sensitive

Gearch Clear | pasic Search [ Save Search Criteria

NevwWindow | Hely | B

beging with v

beging with v

\
\
begins with v |
\
\

begins with v

&) vone B O tnusted sies
Step Action
4. To Search for an existing employee record, dateplID, Name or Last Name.
Drop-down menus can be used to select 'begins Mdthmtains', etc. to assist in
locating an employee. The more information tharitered, the narrower the
search and the shorter the search results lisefoew.
5. Click theSearchbutton.

If multiple employee records are listed, click tie appropriate employee record.
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Test Person

Jwork Location

HR Status:
“Effective Date:
Action | Reason:

Last Start Date:
Expected Joh End Date
Position Number:

-0 HEG

Work Location | Jab Iifatiatio:

1/‘

ENP D 0089908 EmplRed 0
Active PayrollStatus: At HE
(10012008 & gopence: | 0 0 “dob ndicator |Primarydob |
PayRale Change v ance |
Futute
Termination Date:

0411772003

[13t2009 )
[ooo11022

Ovenide Position Data

%@ 3¢

=2 ®-Jid 3

Mew Window | Help | Customize Page | 15,

A baministalive Assistant | Position Entry Date: Tozin00s
Postion Management Record

Regulatory Region: UsA United States
Company: UMs University of Maine System
Business Unit: U505 University of Maine
Department; OCES UM Coop Exensian Department EntryDate:  04/17/2003
Location: 000101 UM CES ORONO
Establishment ID: [ums0s Q Universiy of Maine
Date Created: 0912912008
Job Data Emplowment Data

Eamings Disiibuin  Benefis Program Participation ‘

& save | LARetuntoSearch ‘ [=] Notity Nexttal | Refresh ] Include History ‘

wWiork Location | Joi Infarmation | Job Labor | Payroll | Salar Plan| C

€] javascript: submittiction_winD{document.wind, #1CPanels ; 8 @ Trustedstes

Step
6.
7.

10.
11.
12.

Action
Click thePlus (+) keyto add a new job row.
EnterEffective Dateof lay off.

The effective date should be the first day thateiimployee will not be paid.

For this example, the lump sum portion of the savee is paid in October, the
balance of severance is spread over 3 months.

Sequence defaults to '0'. If the added row haséme effective date as the prior
row, the sequence must be changed to the nextrigimeber. Otherwise, do not
change.

Click theDrop down arrow to select from théction list.

Click thePay Rate Changdist item.

Click theDrop down arrow to select from théction/Reasonlist.
Click theSeverancdist item.

NOTE: This Action/Reason will trigger a LOF benefits at.€The employee
record will remain active while they receive sevempay.
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Step Action
13. Click theCompensationtab.

-0 HRG PO REm- U3

New Windon | Help | Customize Pane | )

Joh Lahor Sala ] Compensation

Test Persan ENiP ID: 0099939 EmplRed# 0

pind st (1o 2 0 Last

Effective Date: 10:01/2008 Effective Sequence: 0 m Joh Indicator:  Frimary Job
Action {Reason:  PayRtChy Severance Future
Compensation Rate: 0.000000%3 Frequency: B QU Biweekly
~ Comparative Information
Change Amount: -796.8000005  USD Biwieekly Compa-Ratio:
Change Percent; -100.000
~ PayRates
Annual usD Daily usd
Monthly usp Hourly UsD
Ann Ben Rt 20,716,800 Salbase 20,716.80
Default Pay Components
Pay Components [ First E 1of 1 m Last
anouts TRNESSEIN) |
’_ te Code Seq |Comp Rate Currency  |Frequency |Percent [Rate: Code Group.
1NHRLY @ | 1 B [sa b &
i Caitliats Cormpensation |

Job Data Employment Data ~ Eamings Distribution  Benefits Pragram Participation |
CEY QRetuvntnSeamh‘ (=] Natity Pvevinustah‘ ‘ mReivash‘ J] B nchue History

otk Location | Job Inforrmation | Job Labor | Payoll | Salan Plan | Cormpensation

&) bone B O tnusted sies

Step Action
14, Enter 0.00 or blank out rate @omp Ratefield.

15. Click theCalculate Compensationbutton.
This will re-calculate the amounts in the Pay Ratagion.
| Calculate Compensation ”

16. Click theBenefits Program Participation link.
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S E-UJdd

0-0OMEG PLE G

NewWindow | Hels | Customize Page | &

Benefit Program Participation

Test Person EMP ID: 0033993 EmplRed#: ()

p—
Benefit Record Number: |0

Find et o2 D Last

Effective Date: 1010172008 Effective Sequence: 0
Action / Reason: Pay Rate Change Severance

Fulure
“Benefits System: [Benetts | Benefits : Laave Wit Beneils
Annual Bonefts Base Rate: | 207168005 ygp Annual Rate

[ fanial Gverride AR

ABBR Override Date | B

Benefits Administration Eligibility

BASGrouplD: 005 QU UM Employee Group

‘PartTimeStatus | None v *Eligible N “| Work Calendar | Q
PATFA Status. [ b Elig Fled 6: Hig Fld 6 ‘
Non-Contrbutory v Hgds: Cohort

[Beefit Program Participation

*Efective Date *Benefit Program Currency Code 5]
041712003 5 UPT QU Uriversity Parttime Ben Prog UsD

Job Data Emplovment Data  Earning s Distibution Benefits Program Participation ‘

2 save | (2 Retumnto Search ‘ [ Netity | 4 Refresh ‘ 2] nclude History

€] bone 3 @ Trustedsites

Step Action

17. Review Annual Benefits Rate for accuracy, clitk Manual Override ABBR box,
and make sure the ABBR Override Date field is blartks will maintain the
benefits base rate even if the comp rate is setito.

18. Click theSavebutton.

@5
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Q-0 HNEG PO E LK

Home

Search:

[ ‘@ V// Employee Pay Data USA
- iy Favorites ’

[ Self Senice Maintain emplayee payrol infarmation

(- Manager Self Senice Create Adiitional Pay
1> University of blaine System L i
(- Workforce Administration
1> Benefils
(- Tite and Lakor . i = ]

Search by National ID r Tax Information v | Deductions

[~ Payroll for Narth America Fined & person by entering & social security number. Mairtair employes federal, state and local tax information. " Mairtain employee payroll decuction information.

= Redquest Direct Deposit =1 Update Payroll Options
Addor

Adel or updte an employee's direct depast aceourt and amount information

schedule

paycheck defvery

) Updte Tax Distribution

3 Updete Employes Tax Deta Create Garnishnerts

b De B W4 RS Report Crietie Genersl Decluctions

~_ Cteale Additional Pay 4 More. 3 More.
- Update Payroll Oplions
- Seatch by Mational I

I Payrall Procesging USA

I~ Refroactive Payroll

[ Pay Period Tax Reparts

Create General Deductions

b Ta Information

UsA
[ Periodic Payroll Events

U8, Quarterly Processing
1 U5, Annual Pracessing

[ Workfarca Development

- Organizational Develogment
- worktarce Monitoring

- Set Up HRMS

- Set Up SACR

[ Enterprise Companents

- QuickAddress ProWek It
- Reporting Tools

- PeapleTools

- Data Models

|- Return to Portal

|- Wy Personalizations

|- My Dictionary

€] bone 3 @ Trustedsites

Step Action

19. Click thePayroll for North America link.
20. Click theEmployee Pay Data USAink.
21. Click theCreate Additional Pay link.
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EmpllD:

Ermpl Red Nbr:
Namme:

Last Name:
Second Name:

Middle Name:

Q-0 HAnLPhkerZE-Udid

Create Additional Pay
Enter any information you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value

Atternate Character Name: begins with v

[Oinclude History  [Correct History []Case Sensitive

Search Clear | Basic Search [E) Savs Search Crteria

New Window | Hetp | B}

beging with v

beginsvith v

\
\
begins vith v
\
\

beginsvith v

€] bone

3 @ Trustedsites

Step
22.
23.

Action

Enter employee's EmplID in tiiemplID field.
Click theSearchbutton.
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Employee Type:

Position:
Business Urit:
DeptiD:

Joh Code:
Combination Codle:
GL Py Type:

shift:

Hourly

Default Joh Data

00011022

U308 University of Maine
0CES UM Caop Extension
oot Administrative Assistant |
Nis

Position:

Business Unit:
DeptiD:

Joh Codle:
Combination Code:
GL Pay Tyme:

*Addl Shift:

Joh Data Override

Q
Q
Q
Q

Edit ChartFields

» Tag Information

) save | A Retunto Search ‘ [ty | Refresh ‘

‘ ) nchude History ‘

€] javascri y ind, $1 1)

3 @ Trustedsites

Step Action

24, Set up Severance Pay in Additional Pay (See Amfdit Pay process for details).

Use Severance Earnings Code 012 so that benefitdlwbt be deducted.

NOTE: You may want to set up the initial lump sum on a&@me Adjustment

and the remainder in Additional Pay. Remember tbthd position to the
Additional Pay record.
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Step Action
25. STEP 2:

After the entire amount of severance has been paimt if the employee did not
receive any severance

Click theWorkforce Administration link.
26. Click theJob Information link.
27. Click theJob Datalink.
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Step Action
28. Enter the employee's EmplID into tBenplID field.
29. Click theSearchbutton.
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Step
30.

31.

32.

33.
34.

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

NOTE: If this row is set up prior to the complete payotiseverance pay, the
payout will be stopped with the effective dateldd tayoff. In this example, the
balance of the severance payments will be paidciolazr, November, and
December. The Layoff action row (with effective eaff 10/1/2008) can’t be
entered before January 1, 2009.

EnterEffective Dateof the actual lay off date.

NOTE: The layoff date will be before the end of the sanee payout. However,
the row should not be entered until the severancen@ount is completelypaid.
Entering the row prior to the final payout will tésin the severance pay being
discontinued.

Sequencdield defaults to '0'. The row added should hdne=dame effective date
as the prior row and will have to be changed tonive higher number.

Click theDrop-down arrow to select from théction list.
Click theTermination list item.

Page 12
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Step Action
35. Click theDrop-down arrow to select from théction/Reasonlist.

NOTE: Once the Termination Action has been selected:

1) HR Status changes to 'Inactive’

2) Payroll Status changes to 'Terminated’

3) 'Termination Date' and 'Last Date Workeddéehre populated with the day
prior to the effective date of the job row added.

36. Select the appropriate Layoff reason from the lis
37. Click theSavebutton.
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Step Action

38. STEP 3:
At the end of the layoff period, the employee's Befits record must be
changed to Terminated.

Add a 'Future-Dated' benefits termination row:

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

39. Enter the Effective Date - Date of Benefits teration (12 monthafter the
Layoff date)

40. Click theDrop-down arrow to select from théction list.

41. Click theData Changelist item.

42. Click theDrop-down arrow to select from théction/Reasonlist.

43. Click theBenefits Termination list item.

44. Click theSavebutton.l:I

NOTE: If the employee has multiple jobs and thefais for more than one job,
repeat this process for all appropriate employeerds.
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