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Voluntary Schedule Reduction - Salary 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 deertge 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:
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Job Data
Enter any information you have and click Search, Leave fields blank for & list of all valugs,

Fir an Existing Value

EmpiD: lbegnswin v
EmplRed Nbr: &
Name: begins with v
Last Name: heging with v
Second Name: heging with v

Alternate Character Name: begins with v

Midcle Nathe: begin with v
[Cinclude History  [correct History (] Case Sensitive:
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Step
4.

Action

To search for an existing employee record, enteplEBn Name or Last Name. Drop
down menus can be used to select 'begins withtdots', etc to assist in locating an
employee. The more information that is entered ndreower the search and the
shorter the search results list for review.

Click theSearchbutton.

NOTE: If employee has multiple employee recordsytill appear in results list.
Click on the appropriate employee record to cormtinu
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NewWindow | Help | Customize Pae | &

work Location [ JobInformation [ Jab Lahor SalangPlan | co

TestCase EMP 0: 0099999 EmplRcd# 0
[Work Location
HR Status: Adtive Payroll Status: ~ Active
*Effective Date: prior2008 [ sequence: [0 o *Job Indicator
action /Reason: [Pay Rate Change: | [mross The Boarg v
Current
Last Start Date: 021182007 Termination Date:
Expected Job End Date
Position Number: ’WO\ Preschoul Child Care Teacher C Position Entry Date: 11122007
Override Position Data Position Management Record
Regulatory Region: UsA United States
Company: UMS. University of Maine System
Business Unit: UMS05 University of Maine.
Department: once UM Children's Center Department Entry Date: 02182007
Location: 000100 ORONO CAMPUS
Establistimert ID: NS08 Q Yniversity ofMaine
Date Created: 06/24/2008

Job Data Employment Data ~ Earnings Distribution ~ Benefits Pragram Paricipation ‘
FEYS RRaumtnSeerch‘ ] Matity ‘ Nexﬂeh‘ f'yReVVESh‘ Fpdte Display E]\nc\udeH\ﬂnvv‘

Witk Location | Job Inform ation | Job Labor | Payrall | Satar Plan | Compensation
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Step  Action
6.  Click thePlus (+) keyto add a new job rol=]
7. Enter theEffective Dateof schedule change

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

9. Click theDrop down arrow to select from théction list.

10. Click thePay Rate Changdist item.

11. Click theDrop down arrow to select from théction/Reasonlist.
12.  Click theVoluntary Reduction of Hours list item.

13.  Position Number: To update information from the Position Data Tablelete
Position Number, Tab out of field, and re-enteriffms Number.

14. Click theJob Information tab.
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NewWindow | Help | Customize Pae | &

3| Job Information [ s Cahor SalanyPlan | Campensa
Test Case EMP D: 009gass EmplRed # 0
Job Information Fid  Frst (1o 12 O ot
Effective Date: 00172008 Flectie Sequence: 0 L) Job Indicator: Primary Job
Action /Reason:  PayRiChy Valuntary Reduction of Hours Curent
Job Code: 7913 Child Care EntryDate:  10/01/2008
Supervisor Level: 7 Sunentsor
Reports To: 00010339 Director, UM Children's Center 0010890 Gary Quimby
RegularTemporary: Regular FullPart: Part-Time
i Clss: “Offcar Cotes
Regular Shift: ) Shift Rate: /
Standard Hours
Standard Hours: 3000 Comhined Std Hours /FTE: 3000 [ 0750000
Work Periodt: W Weekly
FIE: azsom Y
Contract Number: Q Contract Type:
Next Contract Number
Y
Jo Data Employment Data  Earnings Distibution — Bengfits Procam Partcigation ‘
Esave | ARetuntoSearch| 2 [ Nextin List ‘ [=] Notify | i Previous tab ‘ Next tah ‘ ) Refresh ‘ JEUpdateDisplay ‘ ] Include History

Work Location | Job Information | Job Labor | Payral | Salars Plan | Compensation

€] bone 3 @ Trustedsites

Step  Action
15.  Full/Part: Defaults from Position Data Table. Changes tofibld must be entered
on the Position Data table and then brought intbbData.

Standard Hours: Defaults from Position Data Table. If overridinddrmation from
Position Data Table, it is necessary to first clickthe Override Position Data button
on the Work Location panel to open this field fditmg.

16. Click theCompensationtab.
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NewWingow | Hels | Customize Page | 2,

Joh Lahar an.| Compensation
Test Case EMP ID: 0099999 EmplRed#: 0
e
Effective Date: 1000172008 i 0 m i Primary Job
Action /Reason: PayRt Chg Voluntary Reduction of Hours Current
Compensation Rate: 1,160.305848 7] “Frequency. ’r Q Biweekly
~ Comparative Information
Change Amount: 00000005 USD Biweeky Compa-Ratio: 118
Change Percent; 0.000
~ Pay Rates
Annual 30170.291996 USD Daily 116.038585 USD
Monthly 2514181000 USD Hourly 14504948 USD
AnnBen Rt 30,170.282 Salhase 30,170.28

Default Pay Componers

Pay Components

anoats i 1
[ o 5

1AL @ | o 2514191000 usDQ M Q =
Calculate Compensatian
Job Data Empioymenilad Eamings Distibution  Benefts Prooram Pariicipation ‘
B save &Remmmseavch‘ [=] netity Pvevmusteb‘ ‘ "yRewesM‘ F|upate Display ﬂlr\c\uueH\mvv‘

Witk Location | Job Information | Job Labor | Payroll| Salary Plan | Compensation
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Step  Action
17.  Enter the new reduced monthly comp rate intoGbenp Ratefield.

18. Click theCalculate Compensatiorbutton to re-calculate the rates in the Pay Rates
section of this panel.
r Calculate Compensation I

19. Click theBenefits Program Participation link.
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Benefit Program Participation

Test Case EMP D 0oasesg EmplRed s 0

Benefit Record Number: ’b_

fing et [ 102 O st

EffectveDate: 10012008 EffectieSequence: 0
Action/Reason:  Fay Rate Change Yoluntary Reduction of Hours
Curent
Beneiits i b Benefits Active
Anrual Benefits Base Rate: | 702925 ygp Annual Rate 15,500,000

[Ianual Overrice ABBR

ABBR Override Date El

Benefits Administration Eligibility

BASGroupD: (005 L UM Employee Graup
‘PartTimeStatus | None  { v “Flgible No v Work Calendar MTHLYFISC
v

PATFA Stalus Fiig Fd5: EigFd 6:
NonContributory v Elig Fd B: Cohort

[Beriefit Program Participation

*Effective Date “Benefit Program Currency Code
o3 22007 UFT QU Uriersity Fullime Ben Prog usb
Job Data EmploymentData  Earnings Distribution Benefits Program Participation ‘
B save | SRetunta Search ‘ [ hetity | L Refresh ‘ Flupdate Display | ] Inciucte History
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Step  Action
20. Click theDrop-down arrow to select from th@art-Time Status list.

21. Select the appropriate value from the drop-down lis
- Ben Reg= Employees with 5 years of Full-Time Regular (FEquivalent service
- Fac5= Faculty with 5 years of FTR equivalent sericaw Faculty should be
classified as Ben Reg)

Additional Information:

Annual Benefits Base Rate Data entry not necessary in this field as thplegyee's
benefits will be based on their reduced salary.

Benefit Program - Not necessary to update as Ben Admin will autccady update
the benefit program field after the benefit evantlosed.

22. Click theSavebutton.
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Step

23.

Action
Additional Notes:

Annual Leave - If the employee's balance is more than the pedrenaximum based
on FTE, the excess should be paid to the employeatering a One-Time Paysheet
Adjustment using earnings code 146.

Disability Leave - After the benefit event has been finalizd arelemployee has

been enrolled in the appropriate leave plan, a Ome Paysheet Adjustment will be
automatically created by the next Leave Accruatpss to decrease the balance to the
prorated maximum based on FTE.
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