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DETAILED EMPLOYEE REPORT 

 

- The amount reports under the Casual Employees category only include those that were 

budgeted as a lump sum. Any casual with a defined Uni ID will report under Current 

Employees. 

 

- If a particular employee belongs to the department but is not showing on the report, high 

chance the staff has been set to inactive as the salary did not charge to the ledger of the 

Budget Unit for the last financial year: 

i. Look the employee up in the Single Employee Input form 

ii. Check if FTE was set to 0 and adjust where applicable 

iii. Check if the GL distribution needs to be changed back (in case of secondment) 

 

- This report is entirely read-only. Comments can be added using the Single Employee Input 

form (bottom of the first tab) by an individual employee. 

 

     

 


