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EXISTING EMPLOYEE ENTRIES AND REPORT 

 

DETAILED REPORT BY COLLEGE 

From the main Salary menu, select Salary Summary. 

 

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

 

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

 

 

 

- Through the Detailed Employee report  

 

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

 

 

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

and details.  
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DETAILS – BASIC LOAD PAYROLL  

 

 

  

 

 

 

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

schedule 

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

salaries 

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.  

Note: If superannuation rate appears other than 9.5% and 17%, this could be due to Employee 

Voluntary Contribution. 

 

 

 

 

 

 

 

 

 

 

This is the official rate for the Salary Level. 

This does not factor in FTE or market level 

adjustments 

This is the actual pay and market 

adjustments for the employee from the 

payroll system on date of snapshot.  

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
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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. 

 

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.  

  

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

Recalc. 

 

 

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.  

 

 

Amend annual salary by 

inputting allowance or 

adjustment. This number will be 

divided by the number of 

periods in the budget year. 

It is optional to apply EB 

increase on Allowance and 

Adjustments amount. Currently 

set default as YES. 
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Pick a GLC drop the drop down list. Hit F9 key. 

 

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

 

 

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. 

 

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. 
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FTE ADJUSTMENT 

 

FTE is critical to the budget calculation. If an FTE is 0 then there will be no budget calculated.  

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

 

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. 
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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. 

 

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

- If replace 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”.  

             

Remove an end date 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. 

 

 

The result will show the employment ending and the replacement role beginning in the next period. If 

a role is selected to be replaced, it will continue on for the remaining years.  

 

 

 

Type in End Date and click Recalc. 
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Replacement role result:  

 

 

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

vacancy. 
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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.  

 

 

Result on report: 

 

 

 

If the single payment does not attract all on costs, these can be turned off by the on costs table. 
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NEW SALARY LEVEL 

If an employee is to 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 into 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. 
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Pick a New Salary Level code and press F9. If the job code is not on the first list, try checking in the 

second page. 

 

 

 

 

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

 

 

Click here to go to second page 
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The salary will then automatically generate from the salary table. 

 

 

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

 

 

 

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.  
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The Salary Change will automatically flow to out years. 

 

 

On Costs can be adjusted to calculate or not calculate via the On costs table.  
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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 still add to 100 each period.  

 

 

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.  
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Select new GLC to change distribution and press F9. 

 

 

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

 

 

 

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

table below.  

 

 

 

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

2017) if applicable. 
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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 

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

 

 

 

 

Press “RECALC” and the new distribution will apply to the employee record and display in the table. 

Ensure the total final distribution does not over 100. 
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COMMENTS 

 

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

and this will appear on the Detailed Salary report. 

 

 

 

 

 

 

 

 

 

 


