FURLOUGH EXCHANGE PROGRAM HCM JOB AID

1. Enter a new row with the effective date of the faculty member’s participation in the
Furlough Exchange Program; use Action/Reason JED/DIS.

2. Navigate to the distribution tab. Remove the SRB distribution.
3. Reduce the REG distribution by the amount of the furlough/SRB. In this example the
faculty member was subject to 8% salary reduction.
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4. Add an FEP distribution for the amount of the salary reduction. The chartstring
should correspond to the fund source identified at the approval stage.
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5. For tenured faculty, add a third distribution for the period following the end of the
Furlough Exchange Program, to restore the faculty member's REG distribution to
100% with no end date (Assistant Professors may need a third distribution with an
end date of 6/30/11):
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