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Background 

• Sun Life will initiate the leave in Workday 
o Managers will receive an email from Sun Life with leave dates, and if applicable 

STD/ME PFML calculations; it is important to review these letters 
o Managers will also receive a Workday notification titled Enter Earned Time for 

Leave, which includes a link to this job aid  
• Sun Life determines leave start and end dates based on an employee’s regular 

schedule. Time off should be entered based on the employee's daily scheduled hours. 
• Only enter time off as: 

o Scheduled Earned Time 
o Unscheduled Earned Time 
o Unpaid Time Off 

 
 
 

��Important:  Exempt employees scheduled weekly hours are set up to pay 
automatically, it’s critical that managers enter time off to reduce an exempt employee’s 
scheduled hours and avoid double payment by MGH and Sun Life Short-Term Disability 
& Maine PFML benefit. 
 
IF EMPLOYEE IS ELIGIBLE FOR MAINE PFML BENEFIT 
��Exempt employees will need to have 100% of their scheduled weekly hours recorded 
as either Earned Time or Unpaid Time Off otherwise they will receive regular pay.   

• Employees can choose to use earned time; it is the employee's responsibility to 
communicate with their manager if they want to use paid time off during a medical leave 
waiting period and/or to get them to 100% of their regular pay during non-waiting period. 
If an employee has not communicated their preference, then you should code Unpaid 
Time Off.  
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• There is a 7-day benefit waiting period for medical leaves, there is no waiting period for 

family leaves. 
• ME PFML benefit calculation will be outlined in the Sun Life Decision Letter and can be 

referenced when determining how much paid time off should be used. When an 
employee qualifies for both ME PFML benefit and STD, the letter will show both 
calculations. 

 
 
CODING DURING THE SHORT-TERM DISABILITY WAITING PERIOD  

• If the employee is receiving ME PFML concurrently with short-term disability they can 
choose to use earned time during the waiting period; it is the employees’ responsibility 
to communicate with their manager if they want to use paid time off during the waiting 
period. 

• 100% of the employee’s scheduled weekly hours must be entered as earned time for 
the duration of the employee’s waiting period [7 or 19 calendar days]  

• If no earned time is available or the employee is receiving ME PFML benefit and has 
opted not to use earned time use Unpaid Time Off as the time off type 

 
 
CODING WHILE ON SHORT TERM DISABILITY 
��Exempt employees will need to have 100% of their scheduled weekly hours recorded 
as either Earned Time or Unpaid Time Off otherwise they will receive regular pay.   
• If the employee is receiving ME PFML concurrently with short-term disability they can 

choose to use earned time during the waiting period; it is the employees’ responsibility to 
communicate with their manager if they want to use paid time off during the waiting period. 
• If an employee chooses to supplement pay not paid by Sun Life enter Scheduled 

Earned Time for the uncovered hours (40%). 
• If an employee has exhausted their time off balance or chooses not to supplement with 

earned time enter Unpaid Time Off for 100% of scheduled shift (both hourly and 
exempt).  

• Adding both types of time off will require two separate Request Absences to be entered, 
one for Scheduled Earned Time and a second for Unpaid Time off. 
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How to Calculate Supplemental Pay for ME PFML/STD 
 

1. Review Sun Life Decision Letter for benefit calculation 
a. Find the total weekly earnings, this is the employees base weekly pay 
b. Subtract the STD/ME PFML net benefit(s) from the total weekly earnings to find 

the gap 
c. Divide the gap amount with employees’ hourly rate, this will give you the amount 

of earned time to code for the week 
d. Example:  

i. Total weekly earnings: $1,500.00 
ii. STD/ME PFML Net benefits: $978.33 
iii. $1500.00-$978.33 = $521.67 (Gap) 
iv. $521.67/$37.50/hr. = 13.9112 hrs. of earned time would be needed to 

bring employee to 100% weekly pay 

STD Supplemental Pay Chart 
 

Scheduled Daily 
Hours 

Quantity Per Day 
(40%) 

Scheduled Earned Time 

Quantity Per Day 
(60%) 

Unpaid Time Off 
6-hour days 2.4 3.6 
8-hour days 3.2 4.8 
10-hour days 4 6 
12-hour days 4.8 7.2 

NOTE:  The Quantity Per Day will vary based on the employees scheduled 
weekly hours and days scheduled to work. 

 

Time Off Entry Job Aids 
Select your role below to view the instructions: 

• Employee 
• Timekeeper 
• Manager 

Still have questions? 
Contact HRWorkdaySupport@mainegeneral.org 
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