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Work Year Calendar

Concept

Employees enrolled in sick and/or vacation leaamglwill continue to accrue time throughout
the year. However, employees who work less thal 42 months may not be eligible to accrue
sick and/or vacation time for the period of theryiat they are not working. A process will run

to reduce the amount of the accrual for those nsotttat the employee is not working. The
appropriate work year calendar should be seleatati@Benefits Program Participation page for
Empl Record O The work year calendars are set up for the typicak schedules (i.e. a 9-

month year appointment will have accrual adjustsé&nthe months of June, July, and August) if
the employee’s actual work year is different frdns tstandard, a One-Time Paysheet Adjustment
must be used to adjust accruals. (See One-TimenBalyAdjustment process)

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

Personaiize Lonient | 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

-0 KRB,k u-LUAD

'# MaincStreet

" BeopleSoft

S @ Trusted sites

Step

Action

Click theWorkforce Administration link.

[ Workfarce Administration|

Click theJob Information link.
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Searc

‘ ® ﬁf Job Information

- Wy Favorites =
L Maintain information about = person tied 0 & specific job record
- Manager Self Service =] Joh Data Add Employment instance = Calculate Compensation
- University of Maine System M1 5 s oimston g ok betoriaoasompsnsaton TS g 5w sholomacianssionalbdiancs forarersons | T e combenedlon Tof 5 Bkl o srpiavses bt 10l
|+ Wiorkforce Administration deteils employess
© Persanal Information
b Contract K Contract Administration m Temporary Assignments ] Review Job Information
b Temporary " Maintain contracts or other written agreements wih ther " Maintain terminatian infarmatian for temparary assigness; Repart Ineuiry pages and reparts that shaw wark Information for &
Agsignments employees and contraclors on temporery assignement end dates person
Temg Assignmt due to Complete = Job Summary.

| Update Corfracts
Define Confract Types

[ Review Jab Infarmation
Tems Assignm wibut End Date = Muttipls Jobs Summary

[» Reports
— Joh Data Define Contract Clauses
~ Add Employment it
=
Instante Cum any Propel “"] Reports
- Calculate Compensation| =] Eryer ne assignmerts of company progerty " Contains reports bassd on Job data of the Organization
— Company Property =
ant Persomnel Actions History.

Emplovees on Leave of Absence
emporary Emplovees
Years of Service

[ Global Azsignments
[ Labor Administration
[ Workforee Reports

[ Benefits

(- Time and Labor

> Payroll for Morth America
i workforce Development
[ Organizational Development
> WiDrkfarce Monitoring

- Set Up HRMS

- Set Up BACR

(> Enterprise Components
(> Repoting Tools

- PeopleTools

|- Beturn to Partal

|- My Personalizations

|- My Dictionary

o

5 Interet

Step Action
3. Click theJob Datalink.
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Q-0 KRB LIS a-LUdd

Home

Search: Hew window | Help | [
I My Favarites - Job Data

[ Self Senice Enter any information you have and click Search. Leave Tields blank for a list of all values

[ Manager Self Service
- University of Maine Systemn Find an Existing Value
[~ Workforce Administration
» Personal Infarmation

< Joh Information EmpliD: beging with |
[ Contract Administration Empl Red Nbr: _ ~.,l [
[ Temporary
Assignments Name: begins with v ||
[ Review Jab Infarmation i i
Last Name: heding with |+
» Renorts 9 |
Second Name: begins with + ||
— Add Emplosment Alternate Character Name: | bagins with v ||
Instance N
~ Calculate Compensation|  Middle Name: begins with v |
— Company Property [Clinclude History  []Correct History  [] Case Sensitive

[+ Global Assignments
[ Lahor Administration
[ Warkforce Reports Search I Clear J Basic Search [El Save Search Criteria

[ Benefits

(> Time and Lahor

U Payroll for North America

[ Workforce Developrment

(- Organizational Development

[ Workforce Monitoring

(- Set Up HRMS

(- Set Up BACR

[ Enterprise Components

[ Reporting Tools

> PeopleTools

|- Return to Fortal

|- My Personalizations

|- My Dictionary

&) Done B @ Trusted sites

Step Action
4, Enter the desired information into tBenplID field.
5. Click theSearchbutton.
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Home

Search:

C MyFavortes Work Location
[ Self Serice

[ Manager Self Service

(- University of Maine System
[ Workforce Administration

CarlaWorkman EMP D: 0088339

EmplRcd#: 1

[work Location

& Personal Information HR Status: Kotfie Payroll Status:  Aclive =
< Joh Information e
b Contract Administration *Effective Date: 05162004 [ gequence: 0 “Joh Indicator | PrmanJos v
[ Temporary i : Data Change b Status Change Bt
Assignments Action | Reason; ‘ ) ‘ ‘ Jr] ‘
[ Review Jab Infarmation Current
[» Reports Last Start Date: 014012003 Termination Date:

Expected Job End Date 057152004 [

— Add Emplovment
Instance

= 4‘%:? SEE:“EE”SE“UH Position Number: [ Q
[ Global Assignments Ed
[ Lahor Administration
[ Warkforce Reports
[ Benefits
(> Time and Lahor
U Payroll for North America

Position Entry Date: ol

Position Management Record
*Regulatory Region: jusa @ Unitad States
Compamy: University of Maine Systerm

*Business Unit: University Maine Presgue [5le

gl:‘\fumwce DEV%WTE:I‘H nt L2 Conferences & Special Programs Department Entry Date: 010172003 |5
[ workfiorce Monitaring “Location: 100100 Q

Fresque Isle Campus

UmMs0o7 Q University Maine Presgue Isle

> Set Up HRMS

> Set Up SACR

> Enterprise Components
> Reporting Tools

- PeopleTools

|- Return to Portal

Establishment ID:

Date Created: 05/13/2004

MewWindow | Help | Customize Page | B,

Job Data Employment Data  Earnings Distribution  Benefits Program Participation
n ons
|- My Dictionary
B 5ave | QRetwnto Search | =] notity Sihexdtab | A Retresh
otk Location | Job Information | Job Labor | Payroll | Salarn Plan | Co
&) Dore

8 @ Trusted sites

Action

6. Click theBenefits Program Participation link.
[Benefits Prograr Participation]

7. Click theLook up Work Calendar button.
[&]

8. Select the appropriate list item.

PATLY 11 i
9. Click theSavebutton.
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£l
Accrual for Sick Leave
Description
Academic Year (Manthly)
Fiscal Year (Manthly)
Student Calendar Year (Monthly)
7 Month Calendar (Monthly)

I 7.5 Morth Calendar (Monthly)
8 Month Calendar (Marthiy)
85 Month Calendar (Monthly)

9 Maonth Calendar (Monthly)
55 Manth Calendar (Monthly)
10 Month Calendar (Manthly)
10.5 Manth Calendar (Monthly)
11 Month Calendar (Menthly)
11 5 Month Calendar (Monthly)
Temporary Professional (Monthly)
PATFA Reg Calendar (Monthly)
PATFA Academic Calendar
Biweekly Re gular (Classified)
Biweekly Academic (Classified)

o
&
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2
o
7
8
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Accrual for Vacation Leave
Description
Academic Year (Monthly)
Fiseal Year (Manthly)
Student Calendar Year (Monthly)
7 Menth Calendar (Menthly)
7.5 Month Calendar (Monthly)
B8 Month Calendar (Monthly)
8.5 Month Calendar (Monthly)
9 Month Calendar (Manthly)
9.5 Month Calend ar (Monthly)
10 Month Calendar (Monthly)
105 Month Calendar (Morthly)
11 Month Calendar (Monthly)
11.5 Month Calendar (Monthly)
Temporary Professional (Monthly)
PATFA Reg Calendar (Monthly)
PATFA Academic Calendar
Biweekly Regular (Classified)
Biweekly Academic (Classifie d)
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Step Action

10. NOTE: An Employee MUST BE ENROLLED in a sick and¥acation plan for
any accrual adjustment to occur. An accrual adjustmélhbccur for the months
indicated with ‘N’ to reverse the accrual amounttftat month. Also, accruals
will not occur for any months that an employeeasenrolled in a sick and/or
vacation benefits plaf.hose indicated with ‘X’ are not eligible for leaveand
therefore will not have leave as an option when eplling in benefits.

Accrual reversals will be processed for monthlydpamployees only. Accruals
can be stopped for biweekly paid employees by unliémg them in the
appropriate sic/vac plan. See process for ShorkvBozak.

For those employees who do not fit the above sdeedimanual adjustment
should be made at the campus level using the Ome-Adjustment process.

Example: An 11- month appointment that should not accine in the month of
November rather than August.

1) In August an adjustment shdagdnade to add back the accrual that
was reversed.

2) In November an adjustment &thdwe made to manually reverse the
amount of the accrual earned for that month.
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EmpliD: EmplRcd Nbr: 0

Company: UMS Pay Group: MOM  payPeriod End Date: 03/31/2004

Earnings Adjustments view Al First (40 12012 [P Last
R e —

0012004 0%3/2004 186 Leave Adj 1333 [Eu7e9231 Processed  [Acerual proc. Adi. =1
030152004 0331/2004 196 Sick Adj -13.33 20763231 Processed Accrual proc. Adj. EI

One-Time Deduction Data Override ing First [ 1 of 1 [M] Last

+
“Plan Type: j' “One-Time Code: Override j' =]
Benefit Plan: g Hatiaddl Amt:

*Ded Code/Class: ﬂ rﬂ Rate/Percent:

“Deduction Calculation Routine: Flat Amount iz PaySheet Load Status: | UnProcess j'
B save) |G Retun to Search

Step Action
11. RESULTS:

- When the accrual process runs a Paysheet Adjusimibe created for those
who should NOT accrue sick and/or vacation accrigalthe specified payroll.

- The paysheet adjustments are then processedhgittegular payroll and are
indicated on paycheck data pages.
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—

Paycheck Eamings \(_ Payeheck Taxes  Paveheck Deductions |

Company:  UMS PayGroup:  MON

PayPeriod End:  03/31/2004 Page:
EmpliD: Name: Ling:
[ offcycle? [ Reprint [T Adjustment  gep Chik #
Check # Issue Date Earnings Taxes Deductions et Pay
03/31/2004
arnings

Begin-End Dates Empl Red#Ben Red# Addl#  Reason
03/01/2004  03/31/2004 o

Additional Data
1 Campus Adjustments
Rate Code Hours Rate Earnings Hourly Rate:

Regular: FLSA Rate:

Overtime: ShiftRate: My

Rey Earns: State: ME

Rate Used: Hourly Rate Locality:
Other Earnings i
Code Description Rate Code Hours Comp Rate Used Amount + T
186 Leave Adj -13.33 N H
196  Sick Adj -1333

MNoOH

Step Action
12.

NOTE: The adjustments should not appear on the empiogteeck stub.
13. End of Procedure.
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