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NEW EMPLOYEES –NEW EMPLOYEE INPUT FORM 

New employees are entered via a separate input sheet initially. Each school is allocated a set batch 

of 20 new employee numbers. These numbers are prefixed with “N” and are either 3 or 4 digits in 

length. The new employee form is a simple form to create a basic record which can be edited in 

detail later.  

 

To start, select the school which the new employee will belong to (at Budget Unit level). Do not drill 

down further than the list.  
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If the group is selected correctly, a list of “N” numbers will populate the form and the entry fields will 

change to blue.  

  

 

Enter the Description, GLC and Eligibility group then press F9 to refresh. This will update the form and 

create the salary level dropdown options.  

 

 

For the new employee creation to work, the FTE, salary level and GLC should be entered. This will 

create a detailed record for the employee.  

The following fields need to be filled in: 

 GLC 

 Eligibility Group  

 Salary Level 

 Start Date 

 FTE 

 Super Rate 

 Casual Salary (if a new employee is a casual) 

If these are not completed then the employee record will not create a budget.  



4 

 

Once employee details have been input via the “New Employee Input” form, press “Recalculate” to 

populate the record for the new employee. They can be edited further through the detailed “single 

employee input” form.  

 

 

 

Run the red “Recalculate” button to update all the employee details. The employee can then be 

edited in the “single employee input” form using the N numbers.  

 

 

Note – new employees are not able to be “replaced” as a role within the “single employee input 

form”. It is assumed that a new employee may end but not be replaced within the same budget 

year. Please create a separate employee if there is to be a replacement role.  

The new employee input form will show if the employee number has been used. All new employees 

should be updated through this form. This will prevent multiple users overwriting changes.  

Future years will need to be managed through the single employee input sheet. The current default is 

only the budget year will contain FTE and GLC distribution.  

 

 

 


