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Voluntary Schedule Reduction - Hourly Employees

Concept

Description: This process is used when an employee changedtitbtime to part-time and is

eligible for full time benefits (BR) as a part tirmeployee. This process is different for hourly
and salaried employees. This process is NOT tcsbd tor a mutual reduction of hours. (See

Mutual Reduction of Hours process)

Note: If you want the Position Data updated to reflect part-time status and the correct amount of
standard hours, be sure to update the Paosition Table prior to updating Job Data making sure that
the effective date of the Position update is equal to the effective date used in Job Data.

Additional Notes:

*Annual Leave—If the employee’s balance is more than the prdrataximum based on FTE,
the excess should be paid to the employee by agtarDne-Time Paysheet Adjustment using
earnings code 146.

*Disability Leave — After the benefit event has been finalized dredemployee has been
enrolled in the appropriate leave plan, a One-TRagsheet Adjustment will be automatically
created by the next Leave Accrual process to dseréee balance to the prorated maximum
based on FTE.
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Step  Action
1. Click theWorkforce Administration link.
2. Click theJob Information link.
3. Click theJob Datalink.
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Procedure:

Q EREE

‘# MaineStreet

I '

Search: Wew viindow | Hel | 5}
I Wy Favorites Job Data

[ Self Semvice Enter any information you have and click Search. Leave fields blank for a list of all values.
- Manager Self Service
(- University of Maine System
[ Warkforce Administration
[ Persanal Infarmatian r
< Job Information EmpiiD: [ begins with |

[> Review Job Information Empl Red Nbr: |= v| |
[ Reports F

Name: [ begins with v ||

— Add Ermplovient Last Name: | begins with v ||
Instance

S Warkforce Hepars Second Name: | beging with v ||

(> Benefits Alternate Character Name: | begins with v ||

(> Tirme and Labor . . " ; I

i Payroll for Horth America Hiente Mg | begina with |

[ Wotkforce Development [include History  [|Correct History [ Case Sensitive
- Organizational Developrment

(> Warkforce Monitoring
' Reporiing Tools Search Clear | Basic Search Save Search Criteria

l* PeopleTools

|- Return to Portal

|- My Personalizations
|- My Dictionary

€] Done S @ Trusted sites

Step  Action

4, To Search for an existing employee, enter EmpliBxyid or Last Name. Drop-down
menus can be used to select 'begins with', 'caitatt. to assist in locating an
employee. The more information that is enterednémeower the search results list for
review.

5. Click theSearchbutton.

If multiple employee records are listed, click de tappropriate employee record to
continue.
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'$ MaineStreet

Work Location |1

MNathaniel Hawthorne EMP ID: 0099933 EmplRed#: 0

Work Location

HR Status:
*Effective Date:
Action [ Reason:

Last Start Date:

Paosition Number:

Establishment ID:

Expected Job End Date &
Override Position Data Position Management Record

Regulatory Region: Usa United States

Company: ums University of Maine System

Business Unit; UM3s07 University Maine Presgue Isle

Department: IPHY Physical Flant Operations Department Entry Date: 1242041989
Location: |aa10a Presgue Isle Campus

Mew'Window | Hel | Custornize Page | &

| Salan'Plan | Compensatian |

find  Fiest 102 D Last

Active Payroll Status:  Active =
(100112008 5 — O “Job Indicator | Primandob |
| Pay Rate Change ~| | voluntary Reduction of Hours -
Current
121201 989 Termination Date:

[oootoate A Electrician Coardinatar Position Entry Date: 10272004

umMso? U University Maine Presaue lsle

Date Created: 10/08/2008

Jah Data

ntData  Earnings Distribution Benefits Prograr F |

@sﬂvel E\Returnto Search | [Z] Notify Sihexttab | fLiRefresh | 5] £ Include History ‘

Work Location | Job |r

iformation | Job Labor | Payroll | Salary Plan | Cor

5 @ Trusted sites

10.
11.
12.
13.

Action
Click thePlus (+) keyto add a new job row.
Enter theEffective Date of the schedule reduction.

Sequencdield defaults to '0". If the row added has theneaffective date as the prior
row, the sequence must be changed to the nextrhigineber. Otherwise, do not
change.

Click theDrop-down arrow to select from théction list.

Click thePay Rate Changdist item.

Click the Drop-down arrow to select from théction/Reasonlist.
Click theVoluntary Reduction of Hours list item.

Click theJob Information tab.
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Q-0 NG LA 3% -k B

‘# MaineStreet

Mew Window | Help | Customize Page |
Job Information Job Lahor

Salary Plan
Mathaniel Hawtharne EMP ID: 0093838 EmplRed# 0
Joh Information

Find  First (0 10r2 B Lot

Effective Date: 10/01/2008 Effective Sequence: 0 O sobmaicator: Primary Joh
Action / Reason: Pay Rt Chg Woluntary Reduction of Hours Curent
«Job Code: 1112 Electrician Coordinator Eritry Date: 07/01/1996

Supervisor Level:
Reports To: 00011448 Director of Phyical Faciliies 0014830 David 5t Peter
RegularTemporary: Regular Full Part: Fulk-Time

Empl Class: *Officer Code:
Regular Shift: A Shift Rate: i

Standard Hours

Standard Hours: 40.00
Work Period: i Weekly
FTE: 1.000000

Contract #

Contract Number: Q Contract Type:

» By,

Job Data Employment Data  Earnings Distribution

Benefls Program Participation ‘

ave | [ CLReturn to Searct ity revious tal o3t tad efresh | Incluide History
S CLReturn to Search Hetity | @P tah | (FiNexttah | iRefrssh | Includs Hist

Work Location | Job Information | Joh Labor | Payroll | Salary Plan | Comnensation

€] Done

5 @ Trusted sites

Step  Action

14. Full/Part: Defaults from Position Data

Standard Hours: Defaults from Position Data. The Override Positizata push
button on the Work Location panel must be clickedpen this field for editing.

15.  Click theBenefits Program Participation link.
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Q-0 NRAG Lk 3% w-LJH B
'# MaineStreet

Mew Window | Help | Custamize Page | W&

Benefit Program Participation

Mathaniel Hawthorne EMP ID: 0039999 EmplRed# 0

Benefit Record Number: |0

Benefit Status Find  First (U102 O Last
Effective Date: 10/01/2008 Effective Sequence: 0
Action i Reason: Pay Rate Change Yoluntary Reduction of Hours
Current
*Benefits System: Benefits Administration % Benefits Employee Status:  Active
Annual Benefits Base Rate: 36286.000 7 g Annual Rate 36,206,000
[CManual Override ABBR.
ABBR Override Date £l

Benefits Administration Eligibility

BAS Group ID: 007 QU UMPI Employes Group

*part-Time Status | EETOGEEIE ~ *Eligible Mo v Work Calendar aQ
PATFA Status b Elig Fid 5: Elig Fid 6:

HNon.Contributory v Elig Fid 8: Cohort

Benenit Program Participation " i Fist [ 1014 ] Last
*Effective Date ‘Benefit Program Currency Code =
1202011989 UFT & University Fulltime Ben Prog uso
Job Data Er Data Earnings D Benefits Program Paticipation
B save | [\ReturntoSearch | [=] Motify | b Refresh £ Include History
&) Done B @ Trusted sites

Step  Action
16. Click theDrop-down arrow to select from th@art-Time Statuslist.

17. Part-time Status Choose:
*Ben Reg = Employees with 5 years of FTR equivasenvice
*Fach = Faculty with 5 years of FTR equivalent sm{Law Faculty should be
classified as Ben Reg)

18. Click theSavebutton.

Additional Information:

Annual Benefits Base RateData entry not needed in this field as the emgddy
benefits will be based on their reduced salary.

Benefit Program: Not necessary to update as Ben Admin will autdcafly update
the benefit program field after the benefit evaentlosed.
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