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Concept

Entering a retirement record for an employee.

Termination Date and Last Date Worked fields wilpplate automatically.

Additional Information:

«If the employee has multiple Empl Rcds, repeatgss for each Empl Rcd.

oIf a faculty member is retiring and the balanceaftract is being paid please refer to the
Termination - Paying Balance of Contract process.
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Step  Action
1. Click theWorkforce Administration link.
2. Click theJob Information link.
3. Click theJob Data link.
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Procedure:

Q-0 NRG,PFORZE-JHE

New Window | Help | B,

Job Data
Enter any information you have and click Search, Leave fields blank for & list of all valugs,

Find an Existing Value
ErmpilD: beging with v \:l

Empl Red Nbr: = U
Name: heging with v
Last Name: heging with v
Second Name: heging with v

Alternate Character Name: begins with v

Midelle Name: heging with v

[Cinclude History  [correct History (] Case Sensitive:

8earch ‘ Clear | Basic search [E) Save Search Ciiteria

&) vone

8 @ Tustedstes

Step  Action
4, EnterEMPLIID field.
5. Click the Search button.
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Mew Window | Help | Customize Page | 15,
Harry Fafter EMP D 0099999 EmplRed#: O
[Work Location
HR Status: Inative Payroll Status: Rehvedm HE
- Effective Date: DI85 Soquence: o Inicator | PrimaryJob ~
Action /Reason: Retirement v & el
Curent
Last Start Date: 0411712003 Terminiation Date: 083112008
Expected Job End Date |1 23172008 [
Last DateWorked: ~ D/31/2008 [ Overid Last Date Worked
Position Number: 000 A pdministative Assistant Paosition Entry Date: 1002712004
Overide Posiiion Data Position Management Record
Regulatory Region: UsA Urited States
Company: Uns University of Maine System
Business Unit: UMS05 University of Maine
Department: OCES UM Coop Extension Department Entry Date: 041172003
Location: 00011 UM CES ORONO
Establishment ID: uns08 Q' Uriversity of Maine
Date Created: 1912612003
Job Data EmplosmentData  Earnings Distribution | Benefits Fragram Paricipation ‘
B save E‘\Rmummsaevch‘ [=] otity ‘ Nemeh‘ ryRewesn‘ | )E\r\c\uuaH\smW‘ E#cnvvemmmw‘
iork Location | Job Information | Job Labor | Payoll | Salan Plan| C
€] bone. 8 @ Trustedstes

Step Action
6. Click thePlus (+) key to add a new job row.

7. Effective date should be the first day employeeoispaid. Example: last day worked
was 8/31/08, the effective date should be 09/018200

8. Sequence defaults to '0'. If the effective date of the adldew is the same as the pior
row, the sequence must be changed to the nextrhigineber. Otherwise, do not
change.

9. Click theDrop down arrow to select from the Action list.
10. Click theRetirement list item.
11.  Click theDrop down arrow to select from the Action/Reason list.

NOTE: When the 'Retirement’ Action is selected:

1) HR Status changes to 'Inactive’

2) Payroll Status changes to 'Retired’

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

12.  Select appropriate code from list.
13.  Click theBenefits Program Participation link.
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Adi o Favories Sion out

NewWindow | Hels | Custornize Page | B

Benefit Program Parlicipation

Hanry Patter EMP ID: 0099953 EmplRcd#: 1

Benafit Record Number: ©

Effective Date: 09i01/2008 Effective Sequence: 0
Action /Reason: Retirement Valurtary Retirement
Curent
‘Benefits Systern: BOnEnts | Retired
‘Annual Benefits Base Rate: 7168007 gp Annual Rate: 20,716,600

LI Manual Override ABBR
ABER Override Date B

Benefits Administration Eligibility

BASGroupID: (005 CL U Employee Group

PartTimeStatus [Nome v CEighe [No vl Work Calendar | Q
PATERStaus | v mems EligFld6:

[
Non.Contributory v EiigFid 8 [ Cohort |

[Benefit Program Participation

*Effective Date *Benefit Program Currency Code

oanmnns B UPT Q. ey et time en Frog UsD

Joh Data Employment Data ~ Eamings Distribution Benefits Program Participation |

@ save || L\Retumto Search | [ Nefify | 1 Refresh Pz ) Include History | & Correct History

&) bone B @ Trusted sies

Step Action

14. If employee has the Manual Override ABBR box cheghkis box must be
‘'unchecked' before saving.

15. Click theSave button.
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0-0 HRG Phea-LE-UJld
# MaineStreet

Nemeﬁuw\M\

Warhing - Final Che ck Reque st Updated. (2000.340)

u equest has heen updated for this employee.
0K Cancel

3 @ Trustedsites

Step Action
16. The Final Check process is a manual process.

Click theOK button.

NOTE: If the employee has multiple employee recogdsto the next employee
record and repeat the process.
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