EXISTING EMPLOYEE ENTRIES AND
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EXISTING EMPLOYEE ENTRIES AND REPORT

DETAILED REPORT BY COLLEGE

From the main Salary menu, select Salary Summary.

HR Assumptions |

Salary Summary |

Casual Employees |

New Employees |

Select the college or school level from the right hand side drop down list. Click Refresh report.

BUDGET FY 2015

Detailed Employee by School

2015 i Warking Budget T All Funcls T Imm 7
el [=[+]
L LUUZ 27000 - ALLUHILIGNDY RIS
[ =) o TREIN
& T A Emal = TRAIM - PC - Pirates of the Caribbean
=l Mew Em m TRAIN - PCOO1 - Histary of the Caribbean
Hz21 -
D Casual B o THTW001, 00, TRAINING
Casua m TRAIN - PCOOZ - Davey Jones Locker
Casua
oy m R.PCO02,00. TRAINING
Casua = TRAIN - PCOO3 - History of Port Roval
Casua
= Training am R PCO03,00, TRAINING
= Tr:arigngw m TRAIM - PC111 - Yoodoo studies
o com RLPCLLLLSA TRAINING
;gz m TRAIN - PC112 - Advanced Yoodoo Studies
To m 5.PC112, 47 TRAINING
Tog
Too m TRAIM - PC211 - The Pirates Code 1
Tod m 5.PCZ11.01, TRAINING
Tog
Tog = 5.PC211,02, TRAINING
TaA: e

Users have the option to see only employees under specific funds.

BUDGET FY 2015

Detailed Employee by School
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This report shows the current total by school or college. This report will only show the detail per
employee that a user has security access to view.

The report will show total FTE, total Salary budgeted, current salary level, change in salary level (if
any), when the salary level changed from the beginning of the budget year and comments for each
employee. Please note that comments can be only seen at the individual employee level (not at the
consolidated level).

Detailed Employee by School

205 b Working Buciget i Al Funcs M TRAIN T
‘ Employze Name ‘ FTE Starting Salary Lewvel Admin code | News Level Eft Period Al Salaries Salary Exc On Costs ‘
4 TRAIN = All Employee 137.7 20,508,167 16,172,351
=l News Employees 0.0 16,662 1958
H2z1 Hew Employee 0.0 16,662 10568
=l Casual Employees oo 2,917 666 2,428 646
Casual - Academic 0.0 1.115.209 928990
Casual - Research O 0.0 262,680 216210
Cagual - Administrat oo 217,260 126622
Casual - Trades & hi on 1,222,333 1.017 766
Casual - General Se 0.0 102,975 39 966
=l Training Employees 137.7 17,672,820 13,721,747
= Training Group a 1.1 1,211,642 1,022,255
T9998999a Jadk Sparrom 1.7 GEAD M- 166,110 128,105
T9990998a Elizabeth Swann 0.4 GTRES-2 21,269 31,269
TO000007 3 Hedtor Barbossa 1.0 GETADM-4 122,922 95,200
Ta9989afha James Narington 1.0 GERES-1 118,806 a1 661
T9990995a Wiilliam Tumer 0.9 FE7ADM-4 103,694 79895
T9990994a Harry Potter 0.9 GETADM-4 140,205 108,133
TO000003a Hermione Granger 0.2 GETADM-4 20,212 62247
Ta998992a Ron iie asley 1.0 E1-1 121,820 a3 934
T9999991a Albus Dumbledore 1.0 A1 13,752 101 615
TO000000a Tom Riddle 1.0 c1 142,260 110,421
T9Q000203 Sewerus Snape 1.0 ADE-1 150,671 122,024
Ti01a Homer Simpzon 04 1] 1]
=l Training Group b 105 1,361,764 1,063 249
TO000000b Jadk Sparrow 1.0 GSADM-G 05,706 72844



SINGLE EMPLOYEE INPUT FORM - UPDATING INDIVIDUAL EMPLOYEES

Single Employee Input form is used to budget for existing staff.
User can access the form through 2 ways:

- Using the left hand side menu, under Salary

- e F . a
P : - 5 I & & &
- :: applications [l Expenzes and Salary Main Mero || [§] 01. Detailed Report

b Expenses
- Salary

[l 01, Detailed Report by College BUDGET FY 2015

[ill| 03, Mew Employee Inpuk

[l 04, Casual Employess Input
il 90. Summary j Ernployes T93993999= - .
[ii] HR: Assumpions
BASIC INFO
[illl Mew Employee Input
- Eligibility Group Geanaral - Adr
[ill Salary Summary Job Code GETADM
=il oo Salary Lewel GEADNM-4
[l Single Employee Input P —— =3 101
bo& Yiews College
Superannuation Rate 17.0%

- Through the Detailed Employee report
Select the employee’s salary in the report, click Single Employee Input button.

D 0 1 5 Single Employee Input _ 2

Working Budget M Al Funds M TRAIN M
‘ Employes Name ‘ FTE Starting Salary Lewel Admin code | New Lewel Eff Feriod All Salaries Salary Ex

=L All Employee 1377 20,508,167
=l New Emplovees oo 16,662
H321 Hew Employes 0.0 16,662
= Casual Employees 0.0 2,917 666
Casual - Academic a0 1,115,902
Casual - Research O oo 268,580
Casual - Administrat oo 217 259
Cazual- Trades & M oo 1,222,332
Cazual - General Se 0.0 102,075
= Training Employeas 137.7 17.573.830
=l Training Group a 11.1 £45

70000000 Jad Sparrow 17 GEADM-2
T9999993 3 Elizabeth Swann 0.4 GTRES-2 31,369



All existing employee data can be found within the Single Employee Input form.

The screen will open to the default employee. Click the grey box next to “Employee Number” as
shown below to bring up the search for employees. All employee numbers will be in the dropdown
list, but to find quickly, start typing in the employee number or name to bring up matching numbers.

BUDGET FY 2015

Ermploes |resssssss - Jack Sparays -] Recalc
BASIC INFO iack spart] alv
Eligibility Group 1 Training & s
Job Code : G Iraining tsroup a £3,101
Salary Lewvel ! cam 79990990 - IEW T 21687
Salary Lewel Rate £ 449

= T999999343 - Elizabeth Swann

College 71717
Superannuation Rate ] m T99999975 - Hechor Barbossa 1174
Payroll State L) res

Fosition Code i m T99999964 - James Morrington raz

Fasition Heseript en ' o T9999995a - Willam Turner Allouance

Once the employee is selected, all their details will appear, along with their current salary budget
and details.

BUDGET FY 2015
Ernployes T3999999a - Jack Sparrow i
BASIC INFO SALARY INFO
Eligibility Group General - Admin 2015 2016
Job Code GETADM Base Salary 69,101 71,174
Salary Lewel GEADM-4 Higher Duties Allowance 2167 2232
Salary Lewel Rate 69,101 Adjustrnert 440 452
College Total Salary i i F2.868
Superannuation Rate A7 0% EE Increased Base 71,174 73,309
Fawroll State ACT EE Increzse Allowance es es
Position Code 00009030 EE Increase Adjustriert “fes e
Position Description Student Administrative Officer CALCULATE OHMCOSTS Allovwanoe Adjustment Al ovance Adjustment
W es es es es
Super “es “es es es
Payroll Tax s s s s
LSL “fes “fes ‘fes “fes
DATES - Enter Dates as dd-mm- CODE ON COSTS TO SEPARATE GLC
Start Date 12-09-2012 Alternative GLC for On Costs
End Date - W He N
Replace Role Ho Super Nao No
Last Incressed Date A4-11-2011 Payroll Tax Na Mo
LSL Nao Nao
SALARY LEVEL CHANGE - promotions and step changes




DETAILS - BASIC LOAD PAYROLL

BASIC INFO > SALA
Eligibility Group Genaral - Admin 2015
Job Code GETADM Base Salary ’ 59,101 A
Salary Lewel GHADM-4 Higher Dities Allowance 2167
Salary Lewvel Rate 63 101 Adjustment 449
College Totzl Salary 71,717
Superannustion Rate 17 0% EE Increased Base 71,174
Payrall State ACT EE Increase Allowance s
Position Code [u]n[u]u=]ujc]u] EE Incresse Adjustmert e V.
Position Description Student Administrative Officer CALCULATE OHCOSTS vAJIowance Adjustrent
Wi “fes “res
Super Yas res
Fayrall Tax “fes ez
LSL es res
e
This is the official rate for the Salary Level. This is the actual pay and market
This does not factor in FTE or market level adjustments for the employee from the
adjustments payroll system on date of snapshot.

Note - salary level rate and base salary may vary depending on individual employee’s agreement.
The salary may be higher or lower than the official HR Job classification.

Academic:

Professional:

Based on payroll snapshot, base salary x 26 weeks to calculate annualised salary. If market loading is
applicable it will be displayed here in adjustment.

Nofte: If superannuation rate appears other than 9.5% and 17%, this could be due to Employee
Voluntary Contribution.


http://hr.anu.edu.au/employment-at-anu/salaries-and-conditions/academic-salary-schedule
http://hr.anu.edu.au/employment-at-anu/salaries-and-conditions/academic-salary-schedule
http://hr.anu.edu.au/employment-at-anu/salaries-and-conditions/professional-staff-salaries
http://hr.anu.edu.au/employment-at-anu/salaries-and-conditions/professional-staff-salaries

AMENDING BASIC SALARY INFO AND ONCOSTS

Basic salary data can be adjusted depending on the action required.

Market loading adjustment or other allowances will load automatically if they have previously been
entered in the HR system.

Amend annual salary by
SALARY INFO Inpuﬁlng allowance or
2015 2016 adjustment. This number will be
B=zse Salary 59,101 71,174 o .
Hicreer Do Allovrars R S divided by the number of
Adiustment 44 0z periods in the budaet vear.
Tot=sl Sal=ry 1,717 T3.868
EE Increased Base 71474 73,309
EE Increase Allowance res res
EE Increase Adjustrnent Wes Wes H» iS Opﬂonol TO Gpp|y EB
CALCULATE OHCOSTS Allovwance Adjustrert Allovwance Adjustmert .
W Yes Yes Tes Tes increase on Allowance and
Super es es NiH N .
parel Tax o S o S Adjustments amount. Currently
Lst Yes s Yes e set default as YES.
Note:

—If an employee is on leave but receives a payment, on the HR Snapshot date, then the salary will
come through the adjustment field instead of the base salary field, for example maternity leave.

—If an employee is on leave and not being paid, they will not display any salary figures. These need
to be checked to ensure the correct data for the budget.

On costs are all defaulted to be included as part of the initial data load. They are entirely flexible
and can be switched on or off for the additional loading.

CALCULATE OHCOSTS Al orveEnice Adjust ment Alloreance Adjust mernt Al owance Adjustrment
Wk s “fes “fes “fes s “es
Super e ACH ACH ACH ez reg
Payroll Tax “es fes fes fes “es “es
LSL “res es es es “res “res

CODE ON COSTS TO SEPARATE GLC

Alternative GLC for On Costs
WC

Super

FPayroll Tax

L5L

Mo
Mo
Mo
Mo

Mo
Mo
Mo
Mo

No
No
Na
Na

Simply change the options from Yes to No to alter calculation for specific oncost and year. Click

Recalc.

CALCULATE OHCOSTS Al owancs Adjustment Allowance Adjustment
W ez ez NCH ez
Super fes ras - NCH ez
FPayroll Tax fes es res

LSL

es

(==

es

I SFPARATF I

They can also be coded to an alternative GLC if required. For example if an employee is on a grant
that pays base salary only, and all on costs such as payroll tax are coded to a separate GLC, then
these on costs can be budgeted to an alternative GLC.



Pick a GLC drop the drop down list. Hit F9 key.

CODE ON COSTS TO SEPARATE GLC

Alternative GLC for On Costs F..oc -

MG TRAIM - PCA01 - History of the Caribbeal ™ b
Super 001,00, TRAIMIMG No
Payrall Tax TRAIM - PCO0Z - Dawey Jones Locker Mo
LSL JPCo0z.00, TRAIMIMG Mo

TRAIM - PCO03 - History of Port Royal

Mew Eligibility Group

PC002.00,. TRAIMNING

omaotions and step changes

Mo
Mo
Mo
Mo

TRAIM - PC111 - Woodoo studies

W
Mew Salary Lewvel Code PC11154.TRAINING
Base Salary < >
EB Increased Base i
Effective Period |
[ LS —— n I n mn

Change drop down menus to Yes for required oncost categories. Click Recalc.

CONEON COSTS T0O SEPARATE GLC

Alternative GLC for On Costs R.PC111.5A TRAINING

Wi es No
Super “res Mo
FPayrall Tax es No
L5L “es p Mo

User can then go the salary tab to check the current GLC distribution of total salary and oncosts. This
report is read only, any changes need to be update through the first 2 tabs of the form.

Fi ‘ P2 ‘ F3 ‘ Fa

All Periods
R.PCODZ O0.TRAIMING T293993¢ - Al Salaries 224244 2,758.35 275825 2,758.35
=l Zalary Exc On Costs 224244 2,758.35 275825 2,758.35
* Base Salarr C 285772 285772 2657732 2865772
2 Adjustments C 22802 1727 17.27 17.27 17.27
# Allowances C 83.35 82.35 8335 8235
Annual Leave Bonus 424.00 424.00

* FTE Total 0.50 0.50 0.50 0.50 0.50

R.PCO0Z 00.TRAINING T293993¢ - Al Salaries 224244 2,758.35 275825 2,758.35

=l Zalary Exc On Costs 224244 2,758.35 2758325 2,758.35

* Base Salarr C 285772 285772 2657732 2865772

2 Adjustments C 228,03 1727 17.27 1727 1727

# Allowances C 83.35 82.35 8335 8235

Annual Leave Bonus 424.00 424.00 - - -

* FTE Total 0.50 0.50 0.50 0.50 0.50

R.PC111.SATRAINING T999992¢ = All Salaries 1,661.24 1661.24 1,661.24
= On Costs 1,661.24 1,661.24 1,B61.2

# Superannuation C 03784 az7.84 03784 037.84

* Payroll TaxC 447 29 442 14 442 14 4214

* Long Service Leawe C 110.24 110.24 110.24 110,24

* Workers Comp Lewy C 171.02 171.02 171.02 171.02

—1

sployee Info | FTE and GL Distribution w

Alternative GLC will carry forward into future years.

Note — if an alternative GLC is selected but on costs to separate GLC are not selected as “Yes” then
they will not be coded to the alternative GLC. Alternative GLC will carry forward into future years.



FTE ADJUSTMENT

FTE is critical to the budget calculation. If an FTE is O then there will be no budget calculated.

FTE can be amended by period in the table below (second tab of the form).

Single Employee FTE and GL Distribution

Erployee | b - Jack Sparrow | m
FTE

All Periods F1 P2 P3 P4 PS5 P& P7 ]
TOTAL FTE 2015 1.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00
TOTAL FTE 2016 1.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00
TOTAL FTE 2017 1.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00
GL DISTRIBUTION

All Periods P1 P2 P2 3 PS5 FE P7 (3]
2016 All Periods| P4 P2 P3 Pd PS5 P& P? P
< | 1l

sployes Infall FTE and GL Distribution Salary

FTE are entered in the blue cells at 2 decimal places for part time. Eg: 0.6 if a staff works 3 days a
week.

The cell can also be NIL out if a staff is on leave without pay.



END DATE AND REPLACEMENT ROLE

If Start Date is after the budget year starts, then salary budget will commence in the period the start

date is part of.

DATES - Enter Dates as dd-mm-

Start Date 12-09-2012 |
End D=te - |
Replace Role Mo |
Last Increased Date 14-11-2011

| Type in End Date and click Recalc.

End Date will ferminate the employee budget from the next period the date belongs to.

- Ifreplace role is not selected, then the salary budget from this period onwards will not exists.

- If an employee record contains an End date and “replace role” is set to “Yes”, then an “R"
employee number will be created. This number will be identical to the original employee
number except being prefixed with “R" instead of “U”. For example replacing “U9999999"

would become “R9999999".

DATES - Enter Dates as dd-mim-

Start Date 12-09-2012
Erd Date 30-05-2015
Replace Role “fes

Last Incressed Dste 14112011

Remove an end datfe by deleting the date, do not type “0" as this will cause an error.

FTE and Salary result will update and clear out accordingly to End Date for current and out years.

—
Employes 2 - Jack Sparrow Recalc
FTE

Al Feriods| P1 Fz F3 Fd F5 FE F7 P8 E] Fi0 P11 Fiz Fi3
TOTAL FTE 2015 1.00 1.00 1.00 1.00 1.00 1.00)
TOTAL FTE 2016 .00 g g - - - g
TOTAL FTE 2017 0.00

The result will show the employment ending and the replacement role beginning in the next period. If
arole is selected to be replaced, it will continue on for the remaining years.

P ‘ Pz ‘ F3 ‘ Pd ‘ PS ‘ 3 PT ‘ e ‘ Fa
R.PCO0Z.00.TRAINING To99988: | All Salaries 3.242.44 275836 2.758.26 2.758.36 276825 275835
=l Salary Exc On Costs 3,242.44 275835 2,758,235 2,758.35 2,788.35 275835
* Base Salary C 2,657.73 265773 2/657.73 2/657.73 2,657.73 2,657.73
© Adjustments C 17.27 1727 17.27 17.27 17.27 1727
® Allowanses C 83.35 83.35 8335 83.35 83.35 83.35
Annual Leave Bonus 434.09 - - - - -
= FTE Total
R.PCO03.00.TRAINING T99999% = All Salaries 3.242.44 275835 2.758.35 2.758.35 2.758.35 275835
=l Salary Exc On Costs 3,242.44 275835 2,758,235 2,758.35 2,788.35 275835
* Base Salary C 2,657.73 265773 265773 2/657.73 2,657.73 2,657.73
= Adjustments C 17.27 1727 17.27 17.27 17.27 1727
® Allowances C 83.35 83.35 8335 83.35 33.35 83.35
Annual Leave Bonus 434.09 - - - - -
¥ FTE Total
R.PCA1 SATRAINING T999935¢ = All Salaries 166134 166434 1,664.34 1,661.34 1,661.34
= Dn Costs 1661.24 1E61.24 1E61.24 1661.24 1661.24
* Superannuation C 237.84 23784 237,84 237.84 03784 037 24
© Payroll Tax C 44724 492,14 44214 442.14 44214 442,14
® Long Semice Leave C 11034 1034 11034 110.34 1034 11034
® Workers Comp Lewy C 174.02 171.02 174.02 174.02 171.02 171.02




Replacement role result:

273747 273747

# Base Salany C o o . .
| E adj c || - 5 o 11 17.78 1778 17.78 1778 1778 ||

& Allowances C - 8585 8585 8585 85.85 85.85 I

5 Superannuation C 482,00 452.00 452.00 482.00 482.00

® Fayoll Tax C 227.70 227.70 22770 227.70 227.70

# Long Semice Leave C || - - - o 56.82 56.82 56.82 50.82 50.82

1 Wakers Comp Levy € || s s 2 2 8807 8807 83.07 88.07 88.07
' FTE Total

[* Base Salary C 273747 273747 273747 2,737.47 2,737.47

& Adjustments C 17.78 17.78 17.78 17.78 17.78

& Allowances C 85.85 65.85 65.85 85.85 85.85 I

o] tion C - - - - 43200 ag2.00 ag2.00 482.00 482.00

& Payroll Tax C || 227.70 227.70 227.70 227.70 227.70

# Long Service Leawe C || s s B B 5682 5682 5682 56.82 56.82

18] Watkers Comp Levy © |I s s a a 8807 8807 83.07 88.07 88.07
= FTE Total ‘I

If the replacement position does not geft filled immediately, simply zero out the FTE in the periods of
vacancy.



ONE OFF PAYMENT

A single payment can be made by using the “one off payment” section of the model. This allows for
payments such as redundancies or bonuses to be budgeted. Enter in the period and the amount
and recalculate the result.

ONE OFF PAYMENT
Feriod
Amount 10,000 a 0
W ez ez
Super ez Yes
Payroll Tax s s
LSL es “res
COMMENTS
Result on report:
Working Budget 7| a0 Funds T9999998e - Elizabeth Swann
F1 FZ2 P32 Fa F5 FE P7 2=
T399999: = All Salzries 740543 EE09.26 E E0S.26 EB09.26 E.B09.26 19,504 26 E.807.54 E.807.54
=l Salary Exc On Costs 5.971.04 5079.57 5079.57 507957 5,079.57 15,079.57 5,231.96 5,231.96
* Base Salary C 507957 5,079.57 5,079.57 5,079.57 5,079.57 15,079.57 5,231.06 5,231.06
Annual Leave Bonus 891.47 - - - - - - .
=l On Costs 1529.69 1529.69 1529.69 1,529.69
# Superannuation C 863.593 863.53 863.53 863.53 863.53 2,563.53 889.43 889.43
# Payrall Tax C 41180 407 .10 407 .10 40710 407 .40 1,092.10 4932 41932
# Long Service Leave © 101.59 101.59 101.59 101.59 101.59 301.59 104.64 104.64
® Wokers Comp Levy C 157 .47 157.47 157.47 157.47 15747 9467.47 162.19 162.19
*# FTE Total 0.20 0.20 0.20 0.20 0.20 0.20 0.20 0.20
If the single payment does not attract all on costs, these can be turned off by the on costs table.
OMNE OFF PEYMENT
Period
Amount 10,000 a 0
WE s s
Super es “res
Panroll Tax “res “res
LSL es “res
COMMENTS




NEW SALARY LEVEL

If an employee is fo change role throughout the budget year, such as promotion, return to

substantive position, higher duties, then this can be managed through the “Salary Level Change”

section of the form.

Note — any adjustments and allowances from the previous roll will NOT carry into the new role. These

need to be re-entered.

New roles will continue info future years. There is only 1 role change per budget year.

Role changes will overwrite all job changes imported from the HR data.

Select Eligibility Group from the drop down list and press F9.

Ermpioyee | - Elizsbeth Swann > m
DATES - Enter Dates as dd-mm-yyyy CODE ON COSTS TO SEPARATE GLC

Start Date 05-08-2008 Alternative GLE for On Costs Enfer a5 Fund Degt Preject 1T no project, use 00 feg. k20100 00]

End Date we No Mo Mo

feplace Role Mo Super No No No

Last Increased Dste 15-03-2010 Payroll Tax No Mo Mo
TST N i i ~

SALARY LEVEL CHANGE - promotions and step changes A
New Eligibility Group
Hew Salary Level Code
Base Galar
EE Incressed Base
Effective Period
Allowsnce o o o
Adjustmert o o 0
CALCULATE ONCOSTS Allovance Adjustmert Allovance Adjustment Allowsnce Adjustmert
s Yes s ‘s Yes Yes

Super s es s s es s
Payroll Tax Yes Yes Yes ‘s Yes Yes
LsL es es es s es es >,

—EHR

A—

Executive

General - Admin 10 SEPARATE GLC
Alternative GLC for On Cocts Sereral - Library Erfer @5 Furd Degi. Project, ¥ no project,
WiE General - Research Mo
e eneral - Service No

P General - Technical

Payroll Tax Na

General - Trade
LSL - Mo

aneral B

omotions and step changes

Hewr Eligibility Group ¥
Mesww Salary Lewel Code
Ease Salary
EE Increased Base
Effective Period
Allowance u] u]
Adjustment o u]




Pick a New Salary Level code and press F9. If the job code is not on the first list, fry checking in the

second page.

—_—

LIS LIMI-2 = ML LATICEE S | S amInIStE 0o
GEADM-E - AMU Officer & (Administr ation
FESiC-4 - AU Officer 5 [(Security])

Click here to go to second page

Alternative GLC for On Costs

GEST-2 - &MU Officer S [Stares)

Wi Mo
Super GEST-4 - AU Officer 5 [(Stores) Mo
Payroll Tax GEFADM-0 - AMHU Officer 67 (Admin) Mo
LsL a7 ADM-1 - AU Officer £/7 [Admin) Mo
EFADM-2 - AMU Officer 6,7 (Adrin] .
< » omotions and step changes
MNerwy Eligibility Group |
Menwy Salary Lewel Code VAl b
Ease Salary /
EE Increased Base /
Effective Period /
Allowance 0 / u]
Adjust ment 1] ]

CALCULATE OMCOSTS Allovwance Aﬁ/ustment Alloweance Adjust rment
W “ras “ras “fas “ras
Super ez ez ez ag
Fayroll Tax “ras “ras “ras “ras
LSL ‘res ‘res ‘res ‘res

User has the option drag the drop list fo expand and see the description better.

adiin Staff e
. 4045-1 - AN Officer Grade &
ifzernatwe GLCfor On Costs ACSA-B - Casual fSessional Acadernic
Super GZADM-1 - AU Officer 2 (Adrinistration]
Payroll o GZADM-2 - AU Officer 2 (Administration]
LaL G2aDhM-3 - AML Officer 2 [Adrinistration)
G2IT-1 - AMU Officer 2 (IT) -
G2IT-2 - AMU Officer 2 (IT) otions an
Nevr Eligibility Group G2IT-2 - AMU Officer 2 (IT)
Hew Salary Lewel Code G2MOD-1 - School of &rt Models
Emse Salary GIADM-0 - AU Officer 3 (Adrministration)
EE Increased Base GIADM-1 - AU Officer 3 (Adrinistration]
Effective Feriod GIADM-2 - AU Officer 3 (Administration]
Allowance GIADM-3 - AU Officer 3 (Adrinistration]
Adiustrmert G3ADM-4 - AU Officer 3 (Administration]
GIIMW-3 - Irwigilator
ALCULATE OMCOSTS S3IT-1 - AMU Officer 3 (IT) Allovance
W GIIT-2 - AN Officer 3 (IT) Yes
Super G3IFRI-1 - AMU Officer 3 (Printing) Tes
Pavroll Tax G35C-1 - AMU Officer 3 (Security) Yes
LoL 5250H-1 - Sub Dear - Hall Yes
G35T-2 - AMU Officer 3 [Stores) MENT
Pariad GAADM-0 - AU Officer 4 (Adrministration]
RABFRA-1 = BRI CBRcar d T & drinich shion
fvrgnunt < %
Super
Payrall Tax
LSL




The salary will then automatically generate from the salary table.

Mewe Eligibility Group

SALARY LEVEL CHANGE - promotions and step changes

Zeneral - Admin

MNews Salary Lewel Code

GETADNM-1 - AMU Officer 67 (Admin)

Base Salary 11,222

EE Increased Base 11,559

Effectiwve Period

Allowance u] a
Adjust ment u] u]

CALCULATE OMCOSTS Al ovwance Adjust et Allowance Adjust ment
W ‘ras “fes “fes “fes
Super fes “fes res es
Payrall Tax “Yas “fes “fes ez
LSL - Yes “es ez

Select an effective period for the new salary to begin and press F9.

Wi P Y Hao

Super Mo
P2

Fayroll Tax 3 Mo

LSL pa MHa
pc omotions and step changes

N Pe

Mesw Eligibility Group 7

Hew Salary Lewel Code 3

EBase Salary Do i

EE Increasad Base

Effectiwe Period ol

Allowvance u] u]

Adjustment u] 0

CALCULATE OHNCOSTS Allowance Adjust et Allowvwance Adjustrment
Wi “as “res “res “as
Super N “res “res “fas
Payrall Tax hCH “les “res hCH
LSL s ez ez s

Add any adjustments into the table. These need to be entered for any new role as the previous role’s
allowances and adjustments will cease once the new role takes effect.

Once all details are entered, "RECALC" to view results.

Wiorking Budget Tl &N Funds T99539595e - Elizabeth Swann
P1 P2 P3 P4 P5 P& P7 P P9

=1 Al Szlzries 750542 EED9.2E EE02.26 EE0D.2E E,E09.28 937745 9,652.72 95272 9.852.72
=l Salary Exc On Casts 5,971.04 5,079 57 5,079.57 507957 5,079.57 T.207.02 TA422.29 TA423.29 TA42228
* Base Salary C 5,079.57 5,079 57 5,079.57 5,079.57 5,079.57 6,222 45 F.027.14 TO2ZT A4 F.027.14
2 Allowances © - - - - 28462 206.15 206,15 206,15
Annual Leave Bonus 201.47 - - - - - - - -

=l On Costs 1,629 63 1,523.69 14629 69 1.529.69 217037
* Superannuation C 863.53 86353 863.53 863.53 863.53 122520 1.261.08 1,261 .96 1,261.98
# Payroll Tax G 411.80 407 .10 407 .10 407 .10 407 .10 S77 61 504.94 59494 504.94
# Long Semice Leave C 101.59 101.59 101.59 101.59 101.59 144.14 148.47 145 .47 145 .47
# Wiakers Comp Lewy C© 157 .47 157 47 157 .47 157 47 157 .47 22342 23012 23012 23012
2 FTE Total 0.20 020 0.20 0.20 0.20 0.20 0.20 0.20 020




The Salary Change will automatically flow to out years.

On Costs can be adjusted to calculate or not calculate via the On costs table.

SALARY LEVEL CHANGE - promotions and step changes

SALA 0
2015 2016 2017
EB=se Salary GG 034 a1 353 g 092
Higher Duties Allowance 1] 6150 6 305
Adjustrment a a a
Totzl Sslary EE 034 95 502 99 398
EE Increased Base G2 015 a4 093 a5 916
EB Incresse Allowance res “res s
EE Increase Adjust ment es Tag Tas
CALCULATE ONCOSTS Allovwance Adjust ment 4\ Allowance Adjustment Allowance Adjustment
T es es es Yes es es
Super NCH NCH NCH N NCH NCH
Payroll Tax “fes “fes “fes “fes “fes “fes
LSL ez ez VZ ez fes ez ez
CODE ON COSVS TO SEPARATE GLC
lternative GLEC for On Costs /
T Ho Ho Mo
Super Ho Ho Mo
Pawroll Tax Mo Mo Ho
LSL Mo Mo Mo
SALARY LEVEL CHANGE - promotions and step changes
MNews Eligibility Group Genearal - Admin
Newy Salary Level Code GEADNM-1 - ANU Officer 2 (Administration
Bzse Salary 88,692
EE Incressed Base 91,352
Effective Period P&
Allovance 5,000 o a
adin=trnart LI n n

Hew Eligibility Group Zeneral - Admin
News Salary Lewvel Code GETADM-1 - AMU Officer 67 (Admin)
Base Salary 11,222
EE Increased Base 11,559
Effectiwe Period
Allowance a a
Adjust ment

CALCULATE OWNCOSTS Allowance Adjustrent Allowance Adjust ment
Wi hCH “fes ‘s “fes
Super as es Yes Yes
Fayroll Tax as es res es
LSL as “fes “res es




GL DISTRIBUTION

GL distribution is imported from the HR system and is displayed by year in 3 tables in the form. GL
distribution is entered as a total figure not a percent. Each month should add to a total of 100 as
shown in the example below. If the period’s GL distribution is over 100 then the salary result will be
inflated. Similarly if the GL distribution is less than 100 for a period then the salary result will be lower.

This is separate to FTE. FTE can be lower than 1 but GLC Should sfill add to 100 each period.

Elizsbeth Swann, | Recalc

Ernployee |""" -
FTE

Al Periods F1 FZ F32 Fd FS FE FP7 P2
TOTAL FTE 2015 0.20 020 020 020 020 o200 o200 020 020
TOTAL FTE 2018 0.50 080 080 0.80 050 0.s0 0.s0 0.80 0.0
TOTAL FTE 2017 0.20 n.s0 n.s0 080 020 080 080 0.80 080
GL DISTRIBUTION
o015 &l Periods P4 Pz ] Pd 2 e F7 [
All Department ] o0 | o0 | oo | oo | o0 | o0 o0 | qo0 |
S.PCZM.03. TRAINING GENMERAL 1,300 100 100 100 100 100 100 100 100
016 &l Pericds P4 P2 [ 7 Pa PE [ [

o0 | oo | oo | qoo | o0 oo [ oo ]
S.PCZ11.02. TRAINING GEMERAL 1,200 100 100 100 100 100 100 100 100
<]
Employes Info | FTE and GL Distribution Salary

If the GL distribution needs to be changed, use the “Changing GL Distribution” table at the end of

the form. ALL three columns need to have a selection for the table to work. The input section will turn
blue once all the fields are selected.

R e I N

CHANGING GL DISTRIEUTION

Azsigr GL distibution and maove old distibution
EBOTH COLUKMNS HEED %ALUES TO CHANGE GLC

Depart mert

TOTAL

4 44 4 4|4 44 44

Eligibility Group

4 44 4 4|4 44 44

YEAR

d 4 4 4 4 4 444 4

All Periods P1 P2 ] P4 PS5 FE F7 P2




Select new GLC to change distribution and press F9.

m TRAIM - PCE1Z - Advanced Captain Training
m RLPCE12.02, TRAIMIMNG

m TRAIN - HP - Hogwarts College

m TRATM - HP412 - Potions
com EEH12.05, TRAINING

f czm TRAIN - HPOOS - Herbalogy
cam 5 HPOO9,01, TRAINING
m 5 HPOOS, 02, TRAINIMNG
I zm TRAIN - HPC20 - Charms
! am 5 HPCZ200.03, TRAINING
m TRAIM - HPO11 - Pations
m 5.HPO11,04, TRAINING
m TRAIN - HPO12 - Defence against the dark arts
m R HPOL2,00, TRAINING
£
i
’
L St rert EITAE Tty Grous TEMF (AT Faroas T Fz
5.HPOD9.01. TRAINING k= = 3
TOTAL ™ ]
Select Eligible Group and press F9.
i T
= Casual - Technical
2017 m Casual °1
gt 2T am ACademic m‘
= Scholar FT
= Scholar PT
o PO
m None
= Mon-fAcademic P
CHANGING GL DISTRIBUTIOHN r »
Azsigr GL distibution amd emove old o
EOTH COLUMME NEED WALUES TO CH E’ _
Depart rent % TEFAR P L LS ) P1
5.HPOOZ.01. TRAINING = = =
TOTAL B 1}




Select the budget year which the change will take effect and press F9.

2017

All Department

CHANGING GL DISTRIBUTION

Departmant
S.HPODQ.O1. TRAINING

TOTAL

-

-

-

-

-

4

L]

4

Azzigr GL distipution and erove ofd distibdubion
EOTH COLUKHSE NEED %ALUES TO CHANGE GLC

Eligibility Group

L]

4

L]

4

L]

4

e 2014
ma 2015
ma 2016 ll
2017
= 2018
e 2019
am MNIF 2 Year Average
2015 v 2014 var %
2015w 2014 war
"

il =r=N Al Feriogs FT FZ

Once all the selections have been made, the input section will turn blue and 0 will appear in the

table below.

CHANGING GL DISTRIEUTION

Departmert
S.HPOO2.01. TRAINING

TOTAL

Azsigr GL distibution ard erove old ofstibudion
EOTH COLUMMS HEED “ALUES TO CHANGE GLC
Eligibility Group YEAR

T Academic T 2015

44 444444

4 4 4 4 4 4 4 4 4

4 4 4 444444 dd

All Periods F1 FZ F3 Fd FS FE F7 Fg Fa

a u] u] u] u] u] u] u] u]

More than one GLC can be entered at a fime. Users can also change GL for the next 2 years (2016,

2017) if applicable.



Add in the split. Don't worry about adding the original GLC to change as it is more efficient to
change in the section about under Current GL Distribution. For example: P1 to P4 - type in 60 for each

P

eriod in the new GLC table and change current GL from 100 to 40.

CHANGING GL DISTRIBUTION 3 daVS per WEEk, then 1
T e Teee ol distribution day per week from P5

onwards

BOTH COLUMN S NEED VALUES TO CHANGE GLC
Department Eligibility Group YEAR All Periods 1 P2 P3 P4 P5 P8 P7 P8 P3 P10 P11 P12 P13
1 RAP100.00. TRAINING ™ General ¥ 2015 24 60 60 60 60 20 20 20 20 20 20 20 20 21]"
- -
3 - - -
. - - -
5 - - -
N - - -
7 - - -
3 - - -
o - - -
o - - -
TOTAL + 12 12/ 0 o 0 0 o o o [] [} (1] o

=]
E

ress “RECALC" and the new distribution will apply to the employee record and display in the table.
nsure the total final distribution does not over 100.

I CURRENT GL DISTRIBUTION - 2015 |
-

All Periods P P2 P32 P4 PS5 PE PT PE P9 P10 P11 P12 P13
T e S I Y S ™ TS ™ ™ T ™ T ™" T ™ ™
RPC111.EATRAINING GEMERAL Q 1] 0 ] 0 1] 0 o o Q o 1] ] 0
R.PCO03.00. TRAINING GEMNERAL C 880 40 40 40 40 0 &0 &0 &0 &0 20 80 20 80 )
R.PCO02.00. TRAINING GEMERAL a 1) 1] 1) o o 0 o i} o a 1] 1) 1]
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COMMENTS

Comments for each employee can be typed in the box af the end of Single Employee Input form

and this will appear on the Detailed Salary report.

COMMENTS

v
*

Zmplovee Info | FTE and @b Distribution

All Salaries Salary Exc On Costs On Cost= Commernts
20,406,294 16,083,899 4,312 342
16,662 1,858 14,704
16,652 1,858 14,704 | Mew employes
2817 BEG 2,438 545 458,020
1,115,909 929,990 185,920  Sessional Academic
253 5589 215,210 43,279
217 259 186 623 32,236
1,222,333 1,017 766 204,577
102,975 29 D65 13,009
17,471,913 13,653,295 3818618
1,282,791 1,040,180 272611
191,530 147 G687 43,802
31,369 31,369 o
123,922 95,200 28222
112,296 91,651 27 2495
103, 5494 79,295 23,749
140,295 108,132 32,162 | mMatket Loading $30k and Phone Allowance $2k
133 962 103,271 20,697
121,820 93,934 27 BE6
113,758 101,615 12,143
4,358 2,400 9,958
158,671 123,024 36 647
u] u] u]
1,210,010 1,023,574 286 437
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