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This work instruction was last updated: 17" March 2010

Parental Leave Payroll Process

This Work Instruction describes the Parental Leave Process for existing employees
at the University.

With all of the data entry screens it is important to press the ENTER key to move
between fields and until all of the fields have been accessed, whether you need to
enter data into them or not.

The first section for Maternity, Paternity or Adoption is completed by HR from
details that are received by a letter and the Form Matb1l. These details are
included in this document to show the whole process

Section 4 deals with the Payroll Process.

Maternity Details Data Entry Screen — HR Process
Entering Paternity Details — HR Process
Entering Adoption Details — HR Process

A W DN P

Payroll Process
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1 Maternity Details Data Entry Screen — HR Process

1.1 Location of Screen

ﬁ HR Absence Recording

Pick a task
E“' Maternity Lve

Unpaid leave
/arning Report 5~ Sick Entitlement Project

Parental Leave Details

1.2 Employee search screen

egw-Ded iERA =B ds?

Ernployee Other Nurmbers Structure Saved List Employment
Match % Exact  Partial
Emmployee Number

Surnarme Initials

Sex Mat. Ins, No.
Current Employee As at Date 16/03/2010
Previous Surnarme
Known As

[ Add } [ Search

Title  |Emp Number [National ID Number Start Date| Forg

[ select || Exit ] [ Save List |

[TFriter an Frominwss Rimber

1.3 Parental Leave Screen
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1.2

1.3

1.4

15

o Task - Parental Leave Details - Parental Leave Details

Session Edit  Wiew Other Process Tools Display Help
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=10l x|

000002 - DeE ' PR E DeB® T

Employee 2073552 : LADY H BADROCK

Due/Matching Date

Details
Payments Start Date

Pay End Date
Average/MNormal Pay
Total Paid
Completed

Calculate Payment

Mortality Ind
KIT Days

2 [#][=] Type =

Statutory

Start ¥r/Prd

Occupational

0.00
0.00

ﬂ Pay Period View [ﬂ Weekly Detail
i Brocessing Dates ﬂ Other Details

il sverage Pay i rormal pay
ﬂ NI Grosses i Hotes

IJ\Enter The Expected Due Date

Click on _®_ to move into ‘Add’ mode

In the Due/Matching Date field enter the date that the child is due to be born
and press enter

The Type field will automatically default to M for maternity, press enter

x|
General

Due Date 30/06/2010 Type Maternity
Birth/Placement Date Contract Hours I 35.00
Earliest Date 11/04/2010 Latest Date o4/07/2010
QW Start Date 14/032/2010 Service Start Date
Payments Start Date Start ¥r/Prd I_
Return To Work [ Expected I Actual
Expected End Date
Cert'n Received
Payment Method EEKLY vl

The Contract Hours will pull through automatically and relate to the
employees main post. These can be overridden. Otherwise leave as is and

enter through.

The Service Start Date will pull through the employees current start date
automatically. This can be overridden but cannot be before the employees
original start date. Press Enter.

& Please check the Service Start Date is correct i.e. check if they have
moved from a temp bank post etc. The Service Start Date will
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1.7

1.8

1.9

1.10

1.11

1.12

1.13

1.14
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automatically pull through the Current start date and not the ‘to staff’
field and therefore this should be checked in all instances.

Enter the start date for payments in the Payments Start Date field. This
cannot be before the Earliest Date or after the Latest Date. Press Enter.

é  If the following screen appears:

PRONN® Windows Client

\lj) Errar - Date conflicks with Absence/Parental Leave Periods

It means there are already absence records for the period of parental
leave you are trying to enter. You will need to delete these records first
before you can continue

The system will automatically enter the Start Yr associated to the Payments
Start Date entered. Press Enter.

The system will automatically enter the Prd associated to the Payments
Start Date entered. Press Enter

If the employee is expected to return to work, leave the Y in the Return to
Work field. Otherwise enter N. Press Enter

In the Expected field enter the date the employee is expected to return to
work. Press Enter

& The Expected field is a mandatory field. If you are unsure of the date
please enter a date 1 year from start of the maternity leave period.

The Actual date can be completed at a later date. Press Enter

Enter the date the MATB1 was received in the Cert'n Received field. This is
not a mandatory field on RL but maternity leave and pay is subject to receipt
of this document.

In the Payment Method field leave the default of Weekly. Press Enter

Click on Exit
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1.15

1.16

1.17

1.18

1.19

1.20

ol Task - Parental Leave Details - Parental Leave Details

Session Edit iew Other Process

Tools Display  Help

Southampton

=10 x|

00000 2e | - DzaiBR A= [Ho®®o|?

Employee 2073552 : LADY H BADROCK

Due/Matching Date

Details
Payments Start Date

Pay End Date
Aaverage/Maormal Pay
Total Paid
Completed

Calculate Payment

Mortality Ind
KIT Days

[ 3omerzoroz] [+] (-] Type

M=l

01/05/2010 Start Vr/Prd

Statutory Occupational

| 280172011

-

I jv

2010 02

Matemity

(@ pay Period view (@ weskly Detail
o Processing Dates (@ Other Details

[l sverage Pay
i NI Grosses

@ notes

i vormal Pay

[TErter the Decuational Pav Period End Dats

The payment end dates for the statutory maternity pay period and
occupational maternity pay period are displayed.

Press Enter

of Task - Parental Leave Details - Parental Leave Details

Session  Edit View Other Process

Tools Display Help

=101

00000Q € - Dl terAs B [HoB®o| 2

Employee 2073552 : LADY H BADROGK

Due/Matching Date

Details
Payments Start Date

Pay End Date
Average/MNormal Pay
Total Paid
Completed

Calculate Payment

Mortality Ind
KIT Days

28/01/2011

b=l

01/05/2010 Start r/Prd

Statutory Occupational

30/04/2010
665,52
0,00

1357.82
0.00

2010 02

Maternity

Gl Fay Feriod view [l weekly Detail
s Processing Dates (il Other Details

i Average Pay
3 NI Grosses

s Mormal Pay

[l notes

The Average/Normal pay amounts are then calculated

HR users do not need to go past this point. Contact Payroll as they will
need to complete the rest of the record.

Press Enter 3 times to return to the Due/Matching date field

Click on Save _

O

Page 5 of 17



UNIVERSITY OF

Southampton

2

Entering Paternity Details — HR Process

2.1

2.2

2.3

2.4

2.5

Employee search screen

1ol
Sew - Dl sERAC|E - bBeddol?

Employee Qther Humbers Structure Saved List Ermployment
Match % Exact  Partial
Ermployee Number

Surnarme Initials

Sex Mat. Ins. No.
Current Employee As at Date 16/03/2010
Previous Surnarne

Known As

[ Add ] [ Search

Title  |Emp Muraber  [National ID Mumber Start Date| Forg

[ Select ][ Exit ][ Save List ]

[TFrter an Fromlnwes Mimber

Parental Leave Screen

of Task - Parental Leave Details - Parental Leave Details ] 3]

Session  Edit  Wiew Other Process Tools Display Help
00000 =g -Ded 28 A B  Bos®do |2

Employee 1840355 : MR BM THOMPSOMN

Due/Matching Date | j E] Type I j'

Details
Payments Start Date Start ¥r/Prd

Statutory Occupational
Pay End Date |
Average/Mormal Pay 0.00
Total Paid 0.00
Completed

Calculate Payment

Martality Ind
KIT Days

[l Fay Period view [l weskly Detail il sverage Pay il rormal Pay
il Frocessing Dates (il other Details gl 11 Grosses il rotes

Click on \®._ to move into ‘Add’ mode

In the Due/Matching Date field enter the date that the child is due to be born
and press enter

The Type field will automatically default to B for Paternity (Birth). Press
Enter.
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x
General

Due Date 01/04/2010 Type PatBirth
Birth/Placement Date | Contract Hours I 30.00
Earliest Date Latest Date
QW Start Date Service Start Date
Payments Start Date Start Yr/Prd I_
Return To Work |_ Expected I Actual
Expected End Date
Cert'n Received
Payment Method EEKLY "I

2.6 The Birth/Placement Date is mandatory only for adoption based leave.
Leave blank and press Enter.

2.7 The Service Start Date will pull through the employees current start date
automatically. This can be overridden but cannot be before the employees
original start date. Press Enter.

& Please check the Service Start Date is correct i.e. check if they have
moved from a temp bank post etc. The Service Start Date will
automatically pull through the Current start date and not the ‘to staff’
field and therefore this should be checked in all instances.

2.8 Enter the start date for payments in the Payments Start Date field. This
cannot be before the Earliest Date or after the Latest Date. Press Enter

é  If the following screen appears:

PRONN® Windows Client

\lj) Errar - Date conflicks with Absence/Parental Leave Periods

It means there are already absence records for the period of parental
leave you are trying to enter. You will need to delete these records first
before you can continue

2.9 The system will automatically enter the Start Yr associated to the Payments
Start Date entered. Press Enter

2.10 The system will automatically enter the Prd associated to the Payments
Start Date entered. Press Enter
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If the employee is expected to return to work, leave the Y in the Return to
Work field. Otherwise enter N. Press Enter

The Expected field will automatically complete based on the Payments Start
Date + 2 weeks. Press Enter.

& Please note that if someone is not requesting to take their full two weeks
entitlement at this stage this date can be overridden

é The Expected field is a mandatory field
The Actual date can be completed at a later date. Press Enter

Enter the date the certification was received in the Cert'n Received field.
This is not a mandatory field although it must be completed in order for
paternity leave to be paid.

In the Payment Method field leave the default of Weekly. Press Enter

Click on Exit
o Task - Parental Leave Details - Parental Leave Details Ol =]

Session Edit  Wew Other Process Tools Display Help
00000 =€~ - DeEUIBe A B [BoB®]

Employee 1840355 : MR BM THOMPSOMN

Due/Matching Date [I1,4'III4,-"EIII1III. E] Type E hd PatBirth

Details
Payments Start Date 01/04/2010 Start ¥r/Prd 2010 01

Statutory Qccupational

Pay End Date 14/04/2010 14/04/2010

Average/MNormal Pay 313 .84 353,81
Total Paid 0.00 0.00
Completed

Calculate Payment

Martality Ind
KIT Days

ﬂ Pay Period Wiew Qﬂ Weekly Detail ¥ sverage Pay i rormal Pay
¥ Processing Dates Qﬂ Other Details i I Grosses ﬂ Motes

Tab through for The Payment end dates for Statutory & Occupational
paternity pay are displayed.

Stop at Calculate Payment and leave field as ‘N’
Press Enter

HR users do not need to go past this point. Contact Payroll as they will
need to complete the rest.

Press Enter 3 times to return to the Due/Matching date field
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2.22 Click on Save
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3 Entering Adoption Details — HR Process

3.1 Employee search screen

I
Sew-DEd ifZRlaA s E - BodEa?

Ernployee Other Nurmbers Structure Saved List Employment
Match % Exact £ Partial
Employee Mumber

Surname Initials

Sex Mat, Ins, No,
Current Employee Az a3t Date 16/03/2010
Previous Surnarme
Known As

[ Add ] [ Search

Title  |Emp Number _|National ID Mumber Start Date|Forg

[ Select I[ Exit ][ Save List I

[TFriter an Frominwss Rimber

3.2 Parental Leave Screen

of Task - Parental Leave Details - Parental Leave Details -3 x|

Session  Edt  Wiew Other Process Tools  Display  Help

0000028 Dzl ' =elas B | DoB>2

Employee 1813862 : MR T1 WATERTON

Due/Matching Date I E] Type I j'

Details
Payments Start Date Start Yr/Prd

Statutaory Occupational
Pay End Date |
Average/Mormal Pay 0.00
Total Paid 0.00
Completed

Calculate Payment

Mortality Ind
KIT Days

il Pay Perind View (gl Weekly Detail il sverage Pay il rormal Pay
il Frocessing Dates @ other Details Gl M1 Grosses il rotes

3.3 Click on _®. to move into ‘Add’ mode

3.4 In the Due/Matching Date field enter the date that the child is due to be
matched and press enter
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3.5 The Type field will automatically default to M for Maternity if the employee is
female. Click on the drop down and select D Adoption if the employee is
female or C Paternity Adoption if the employee is male:

of) Task - Parental Leave Details - Parental Leave Details i =] |

Session Edit  VWiew Other Process Tools Display Help

00000 =€~ Deasmer B [HoD5]2

Employee 1813862 : MR T1 WATERTON

Due/Matching Date | 01/04/201 0] E =l

Desc [Long Description
Details FatBirth Faternity (Birth)
Faternity (Ao
Adoption Adoption

Maternity Maternity

Payments Start Date

Statutory
Pav End Date

3.6 Press Enter

x
General

Due Date 01/04/2010 Type PatBirth
Birth/Placement Date I Contract Hours I 35.00
Earliest Date Latest Date
Qw Start Date Service Start Date
Payments Start Date Start ¥r/Prd I_
Return To Wark |_ Expected I Actual
Expected End Date
Cert'n Received
Payment Method EEKLY "l

3.7 Enter the Birth/Placement Date. Placement Date is mandatory for adoption
leave. Press Enter

3.8 The Service Start Date will pull through the employees current start date
automatically. This can be overridden but cannot be before the employees
original start date. Press Enter.

& Please check the Service Start Date is correct i.e. check if they have
moved from a temp bank post etc. The Service Start Date will
automatically pull through the Current start date and not the ‘to staff’
field and therefore this should be checked in all instances.

3.9 Enter the start date for payments in the Payments Start Date field. This
cannot be before the Earliest Date or after the Latest Date. Press Enter

&  If the following screen appears:
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PROIN® Windows Client

\lj) Errar - Date conflicts with Abzence/FParental Leave Periads

It means there are already absence records for the period of parental
leave you are trying to enter. You will need to delete these records first
before you can continue

The system will automatically enter the Start Yr associated to the Payments
Start Date entered. Press Enter

The system will automatically enter the Prd associated to the Payments
Start Date entered. Press Enter

If the employee is expected to return to work, leave the Y in the Return to
Work field. Otherwise enter N. Press Enter

In the Expected field enter the date the employee is expected to return to
work. Press Enter

& The Expected field is a mandatory field
The Actual date can be completed at a later date. Press Enter

Enter the date the certification was received in the Cert'n Received field.
This is not a mandatory field on RL although it is mandatory for the adoption
leave and pay to be granted.

In the Payment Method field leave the default of Weekly. Press Enter

Click on Exit
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of Task - Parental Leave Details - Parental Leave Details =] ]

Session Edit  Wiew Other Process Tools Display Help

00000@|%¢ »—- Dl smelaA.= 2052

Employee 1813862 : MR TJ WATERTON

Due/Matching Date 01047201 0 E] Type |B 'I PatBirth
Details
Payments Start Date 01/04/2010 Start ¥r/Prd 2010 01
Statutory Occupational
Pay End Date | 14/04/2010 | 14/04/2010
Average/Mormal Pay £34.95 £74.10
Taotal Paid 0.00 0.00
Completed il il
Calculate Payment IN_
Maortality Ind 'I
KIT Days I
_ﬂ Pay Period Yiew _ﬂ Weekly Detail \f sverage Pay s Hormal Pay
i R R il Al il [ T riill b

3.18 The Statutory Payment End date will display. Press Enter and the
Occupational Payment End date will display.

3.19 Stop at Calculate Payment and leave field as ‘N’

3.20 HR users do not need to go past this point. Contact Payroll as they will need
to complete the rest.

3.21  Press Enter 3 times to return to the Due/Matching date field

3.22 Click on Save
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4 Payroll Process

4.1 Having checked that all of the details on this screen are correct. Calculate

Payment details by entering Y and Enter.

of Task - Parental Leave Details - Parental Leave Details

Session Edit Wiew Other Process Tools Display Help

=lofx|

0000 0|=el D= A E - boe®o|2

Employee 2073552 : LADY H BADROGK

Due/Matching Date SD,’DB,IZDWD---I E] Type IM = Maternity

Details
Payments Start Date 01/05/2010 Start ¥r/Prd 2010 02

Statutory Occupational
Pay End Date 28/01/2011 | 30/04/2010
Average/Mormal Pay 1357.82 665,52
Total Paid 0.00 0.00
Completed

Calculate Payment

Maortality Ind
KIT Days

¥ Pay Period View gl Weekly Detail i sverage Pay o Normal Pay
'\ Processing Dates (@ Other Details A NI Grosses @ motes

|J|Enter the Maortality Indicator, or Window ko select (PLMORT)
é Do not Pay Lump Sum
of CTDIALOG Dialogue Box

General
Is SPLP Required to be Paid in a Lump Sum 7

4.2 Select NO and check the OMP Pay Periods on the MMP Weeks Detail

Screen and if in order Exit and Save
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of Task - Parental Leave Details - Parental Leave Details

Session Edit  View Other Process Tools Display  Help
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0000Q|=2e »--Dz@|r=@ A0 -

Bow® o T

Employee 1735683 : MRS B ACHARIEE

Due/Matching Date

Details

Payments Start Date

Statutory

12/01/2010

04/01/2010

=l

Maternity

Start ¥r/Prd 2008 10

QOccupational

Pay End Date
Average/MNormal Pay
Total Paid
Completed

Calculate Payment

Mortality Ind
KIT Days

n3no/z010
186.95
1255.80

[ 04/07/2010
193.34
290,92

o Pay Period View [y Weekly Detail
¥ Processing Dates jﬂ Other Details

¥ Awerage Pay
s NI Grosses

¥ Normal Pay

@ Hotes

|J|Enter the Martality Indicator, or Window ta seleck (PLMORT)

z MD340G22 Pay Period Yiew

General
Due Date 12/01/2010 Totals: Stat 1255.80 occ 290,92
Period Occupational

00z | zoog/11 26/02/2010
o002 | 2oo09/12 31/03/2010
004 | 2o010/01 30/04/2010
005 | 2010/02 28/05/2010
006 | 2010/03 30/06/2010
007 | 2010/04 30/07/2010
o2 | 2010/05 31/08/2010
009 | 2010/06 30,/09/2010

582.68 190,68 A
615.30 351.40 N
492.24 281.12 N
615.30 351.40 N
492.24 281.12 N
492,24 N
615.30 N
492,24 M

£ Bulk Amend

Select the Bulk Amend option to change the Pay Period by changing the
dates for Maternity and adoption leave

of MD340G25 Bulk Amend

Selection

Start Date

[o01/201 0

Statutory

Pay Period |
Exclusion Code 'I

Paid Indicator

End Date

x|

—

Occupational
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& For Paternity Leave select the Opt Out Exclusion Code in the
Occupational Drop down List

XF
Selection
Start Date |D4,-*D1,-"2DWD End Date I
Statutory Occupational
Pay Period I_ I I_
Exclusion Code Vl I Vl
Paid Indicator [ Code [Desc [Long Description
nEmoloves Mot Beturning to ok
COFTOUT  OFT OUT Employee has opted out of OMFE
WORKED “Worked Employvee worked

4.4 The Fixed Pay will have to be stopped using the Fixed Pay Element Screen
and a note will have to be made to keep a record of the Pay-Point to be used

o Task - All Details - Employee Pay Elements - Detail 100 x|

Session  Edit View Other Process Tools Display Help

00000 2 ~DeB|sBE A B Be2®o|2

Employee 2073552 : LADY H BADROCK

Post Desc Pariod Amil4 D[]z [=]
EMPLOYEE Tax Paid 01/02/2010 Calculated, | [,
EMPLOYEE M1 C/O 01/02/2010 Calculated [

1100000508 Basic Pay 01/03/2010 3212.58 i |

TJo0000s0s Basic Pay 01022010 S0z8.08 T

[ Add ] [Change] [Delete] [Expand

ﬂ currency

4.5 Enter the Element Detail screen by double clicking the D column and enter

an End Date.
of MD48G81 'N' Type Fix Pay Element Detail |
Pay Element
Pay Element ID 1000  Basic Pay
Post .JJ00000g06 ~-| LECTURER
+ [=to 11032010 Reason I l
I End Date
[ Employees
4.6 If at the start of maternity leave the employee is not entitled to OMP but is

entitled to SMP add to fixed Pay Element screen 1009 for notional annual
salary and add either 1011, for PASNAS members, or 1010 for USS
members in order for pension contribution payable by the University to be at
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the full amount. These elements will also need to be entered when an
employee goes from OMP to SMP only after 26 weeks full pay entitlement
has been exhausted.

of Task - all Details - Employee Pay Elements - Detail —10] x|

Session  Edit Wew Other Process Tools Display  Help
00000 2elx-Ded|i =Rl B~ boe®e 2

Employee 2073552 : LADY H BADROCK

Perind Amf4 [D [M[s [=]

002 11000003906 1000 Basic Pay 01/03/2010 3212‘58|_"|_"H|
004 |11000003906 1000 Basic Pay 01/02/2010 3028.08 N

[Change] [ Delete ] [Expand]

4.7 An Employee Temporary Pay Element will have to enter onto the system.
Select Add. Add Pay Element 0112 for the OMP Payments and Enter

x
Selection
IPay Element I I | Ernplayment I I
4.8 Save
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