Incoming Leave Liabilities &
Recognition of Prior Service Checklist

P o to ecodnganyp o se vce,check T0000 eco dtoensu ethe employee snota eh eo ety nngf om
temp t ansfe out.

i sareh to Rehire
Guide for updating prior service for rehires, othe w'se efe employee back to Team Leade

EMPLOYEE DETA LS

Name of Employee
AGs

P evous Agency

DSS Sta tDate

Cost Cent e

PRIOR SERVICE

Recogntonofp o sevce sp ovdedfo unde Secton 10and 11of the LSL Act (1976) and s def ned as

-Se v ce fgovernment service
~Se vce naState or Authoritv of a State (e Mun ¢ pal Counc Is)
- Cont nuous se v ce whe e a break n serv ce does not exceed 12 months

[[Jhe Agency qual fesfo ecogntonof se vcefo LSLpu poses

[JpayTe mand uptake epo t eceved f omlos ng agency ARCH

[Jre somnelFle cceved  omlos ngagency

[Jeave labtes calculaton ece ved
LE VEU BILTYC LCUL TON
Conductafleaud tensu ngalldata s captu ed n Los ng Agency's Leave Lab Ity Calculat on

[ check Rec eat on Leave balance and costs of Leave L ab Ity calculat on f om los ng
agency aga nst DSS Long Se v ce Leave & Leave Lab Ity Calculato

[] check Long Se v ce Leave balance and costs of Leave L ab Ity calculat on f om los ng
agency aga nst DSS Long Se v ce Leave & Leave L ab Ity Calculato

Ifbalances and PT hou s match (not ng t may not be exactly the same), p oceed w th SAP Act on
IF INCORRECT

[JRecalculate us ng DSS sp eadsheet and contact los ng agency
[JReco ddetals n 170019 - Task Type - Leave Lab Ity as emnde to follow up w thn 1 month

GO TO MAINTAIN HR MASTER DATA (PA30)
IT0508 - Enter AL prior service details
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[Jrrom date sthe f stdate of se vce
(] Azency deta s - Azency s the name of the emplove . Only use Depa tment ff om State Gov
[JPsWorkstatus - £Full T me,leave Hou s pe week' biank
- fPatTme, eco dweekly hou sto two dec mal places
[CJtst paid n Lieu - conve tto months and pa t of months (ex 3.1000 months) and ente
asa mnus (eg-3.1000)

[ teave records - ente leave tyoe and sta tand end date of leave pe od.
fleave satPT ateo HP ate, you need to t ckthe app op ate box.and PTo HP.
The system w i calculate the months and days. NB need to t ck PT box

[JReco dany Unautho sed LWOP pe ods
[Jsaveent es
[JRepeatfo addtonal pe odsof se vce untlend date sdatep o to commencement w th DSS

[] femployee sa eh e, you need to ente DSS se vce n1T0508 nclud nga | LSL and LWOP

‘GENERATE PRIOR SERVICE LSL BALANCE REPORT

[Jselecta eco ditop ow)and select Change'o F6

[Jcickon Gene ate Balance Repo t*

[[Jcickon'vewDetal'(thswlid splay epo ttoshowallp o se v ce detas)
[CJcickon 'Undate to Infotvoe’ **IMPORTANT FOR LSL BALANCES
[Jcickon ‘Undate Infotvpe 0568 only' **IMPORTANT FOR LSL BALANCES
[C]P nt epo t(fo fleand check ng aga nst LL calculat ons and f e aud t)

[]170041 - Update APS commencement, pe manent appo ntment, conf mat on dates
[]12013-C eate and t ansfe Rec eat on (20 and Pe sonal Leave (10) balances f om othe agency
[JRun T me Evaluat on

[[]1m0568 - Check Acc ualdate sco. ect

[[Jrs0- Quota Ove v ew- LsL Fulltme / Pa ttme balance co. ect - onlv apolies where
employee has 10 years serv ce (LWOP, BIS etc taken into account)

[] fL5L due w th n next 12 months p oject to qual fy ng date and check LSL (FT/PT) balances appea
[[]1m0019 - Close Leave Lab Ity em nde

[Jcheck supe B thday evew sco ect, especally fb thday s close to the commencement date w th DSS.
fthe e s.an AWOTE, ensu e detalsa e eco ded nIT0220and a 70034 s eated

Leave Liab getypes - For Employee Febru:

[JPlease check T 0015 tosee fthe ea eany eco dsc eatedfo Leave Labltes.
fthe eaeent es eco ded
O Checktheamountsa eco ect,as pe the ag eed calculat ons
O ftheent es eco deda eincorrect and vou az ee w th the new calcult ons
update the IT 0015 ent es

[]fthe eaenoent es eco dedfo Leavelablites
O IT0015-Reco danent yfo the LSL S5 value on the ag eed nvoce / leave abltes
wagetype 0550
O IT0015-Reco danent yfo the Rec Leave $5 value on the ag eed nvo ce /leave Iabl tes
wagetype 0560
Please ensu ethe date of 0 gn n each IT0015 ent y s the last day of the cu_ent pay pe od
(.e. the Wednesday befo e pay day).
i 2018, 0015 entries.
Please go d rectly to "Creation of Invo ce Through SAP"

Actioned By

]
[Sgratu e |
[Name |
[Date ]

The nvo ce c eat on s to be completed by the checke once check ng s complete

Creat on of Invoice through SAP

[ select z1ve_pan

[] select company Code as FACS

[[Jselect custome numbe (use elevant Custome Numbe s tabs)
[[Jente AGs Numbe of employee

[Jente Emolovee's cost cent

[Jente RLS (240081)/L5L $ (240081)

[[Jsave eco dandnote nvo ce numbe that sc eated Document Numbe

[JReco ddetals ncu ent Leave LabltyIncomng' egste
Please use the employees cu_ent cost cent e.

ARCFle Folde - EF16/176364 b1 tesfincom Cu entl
Checked By
Sgnatu e
Name
Date

ARC Nam ng Convent on - “Su name, Name ~ Check st~ Incom ng Leave L ab |t es”

Updated 9 August 2017

Updated 9 August 2017



Australian Government

Department of Social Services

accepts the employee's credits.

This spreadsheet calculates the value of accrued annual and/or long service leave for payment to an agency which

EMAIL

EMPLOYEE NAME |0 AGS NUMBER 0
GAINING AGENCY 0 FINAL SALARY (FOR REC)
CONTACT AT AGENCY FINAL SALARY (FOR LSL)
ADDRESS CESSATION DATE | ittt

HOURS PER WEEK
FULL TIME HOURS
PHONE Did hours of duty change? No

ERROR CORRECTION
At

#NUM!

#NUM!

ANNUAL LEAVE CALCULATIONS

0.55|No
0.65|Yes

0.75|Full-time
0.8(Part-time
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Is this an ONGOING movement to an APS agency? Yes
Was annual leave paid to the emp on ion? No
Has the new Agency accepted the employee's annual leave? Yes
PAYMENT IS DUE
AS CALCULATED
Balance at cessation E Hours BELOW
Minutes
0.00 Total annual leave in hours
#DIV/0! Gross Rec. leave amount
LONG SERVICE LEAVE CALCULATIONS
Was LSL paid to the employee on ion? No
Has the new Agency accepted the employee's LSL? Yes
Date
Calendar Days NTCAS
January 0, 1900 Effective date of commencement for LSL PAYMENT IS DUE
#NUM! Effective date of cessation (whole months) AS CALCULATED
#NUM! Gross LSL (days) #NUM! BELOW
Days LSL used ( 0.0000 months)
#NUM! Net LSL (days) #NUM!
#DIV/0! Basic liabilty for LSL
#NUM! Ful years of service
#DIV/O! Percentage liability for years of service
calculated at #NUM!
#DIV/O! 95% of above
TOTAL
FOR ANNUAL (RECREATION) LEAVE: #DIV/0!
FOR LONG SERVICE LEAVE: #DIV/0!
TOTAL: #DIV/0  GST notincluded - see
Finance Circular 2003/06

Actioned:

Name Signature
Checked:

Date

Name Signature
Phone Number ( )

Date




January 0, 1900 U U U U U U U U U U U U aNum U U U U U aNum aNum UM U U U
Weekly hours (DECIMALII)
DECIMALIIY)
Days NTCAS
Effec ive da e of commencement for LSL _ January 0, 1900 AN #NUMI #NUMI #NUMI #NUMI #NUMI #NUMI #NUMI #NUMI #NUMI ANOM! ANOM! ANOM! #NOM! ANUM! ANOM! #NOM! ANOM! ANOM! ANOM! ANOM! #NOM! ANOM! #NOM!
Days forlength of servce: o o 0 o o 0 o 0 o o o 0 o 0 o o 3 3 3 3 3 3 3 3 3
Gross LSL (days)
L above
Days LSL used [ I [ [
Weekiyra e LsL | | | |
Fulime o Part-tme? L I [ [
attme S gosscedt 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
ubime § gosscedt 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
Parttime LSL days used 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
Fulkime LSL days used 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
Net Part-ime G edt days) 000
Net Fulktime credt (days) 000 Alledi's must be TRUE before a ca cuiation can be made
Partime hours or ca cuiaton 000 o Last date on ths sheet ma ches end date on main sheet: #NuM!
Value of part ime credt. HNUMI RUE Davs NTCAS on this sheet matches Davs NTCAS on main sheet
Value of fuktime crecit #NUMI RUE Days LSL on this sheet matches Days LSL on main sheet
To al payabe #NUMI
HS SEC IONCOM ARES AR IMEHOURSOVER HEWHO E AR MESERVICEWI H AR MEHOURSOVER HE AS 2MON HSO AR MESERVICE
attime days inpe iod o o o o o o o o o o o o o o o 0 0 0 0 0 0 0 0 0
Cumiatve pa tme days o o o o o o o o o o o o o o o o 0 0 0 0 0 0 0 0 0
Ase RUE RUE RUE RUE RUE RUE RUE RUE RUE RUE RUE RUE RUE RUE RUE RUE RUE RUE RUE RUE RUE RUE RUE RUE RUE
attime days i ast 2 morths. o o o o o o o o o o o o o o o o o o o o o o o o o
attine hous niast 2monhe o o o o o o o o o o o o o o o o o o o o o o o o o
Parttime days over whole service o UM #NUM #NUM #NUML #NUML #NUM #NUML #NUM #NUM #NUML UM UM UM UM UM UM UM #NUM! UM UM UM UM UM #NUM!
Partime hours over whole service
TIME NTIRE PART TIME 000
TIME HOURS DURING LAST PART TIME. L 000 |
PART TIME HOURS FOR CALCULATION 000












