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1 Introduction

This guide is produced by the School Resource Allocation Branch (SRAB) of the Department of Education
and Training. SRAB is responsible for the management of the Student Resource Package.

For policy information see http://www.education.vic.gov.au/school/principals/finance/Pages/srpmanagerelief.aspX

1.1 Purpose

The purpose of this guide is to assist schools in the use of the Leave Portal.

1.2 Navigation

The following provides an overview of the key navigation features

1.2.1 Accessing the Leave Home Page

The Leave Home page is accessed from the Leave tab on the SRP Web Site. Select Leave Tab

Guide | Reports | Planner | Reconciliation | WFB | CCT | Leave | SMAF | Help |

Figure 1. SRP Website Tabs

1.2.2 Leave Home Page Panels

The Leave Home Page contains three panels; the Replacements panel, the Absences panel and the Special
Requests panel.

Replacements

~ Replacements

InProgress «  All ~  [include Rejected Replacements

Absent Employee Modified Date Begin Date End Date Replacement Type Replacement Employee Hours Per Day Processing Status
M Blue 26/06/2014 08/05/2014 08/05/2014 Central Payroll R Red 7.6 Under Review View

Absences

~ Absences

~  Dindude absences where No Further Action selected [l Include fully replaced absences

Absent Employee Absence Begin Date Absence End Date Absence Description Replacement Status No Further Action

J Brown 05/05/2014 05/05/2014 Long Service Leave Mot Replaced View No Further Action
J Brown 09/05/2014. 09/05/2014 Sick Full Pay - With Cert Mot Replaced View No Further Action

Special Requests

Figure 2. Leave Home Page Panels

~ Special Requests

Add Special Request

When you move from the home page a “breadcrumb” trail can be used to return to home by clicking the
Leave link.

Leave \ Absence - M Blue (08/05/2014 - 08/05/2014)

¥

Select Leave link



http://www.education.vic.gov.au/school/principals/finance/Pages/srpmanagerelief.aspx

1.2.3 The Replacements Panel

The Replacements panel shows your replacement activities. In the case below an absent employee, M
Blue has been assigned a replacement (R Red) for one day (8/5/14) and the request is under review.

* Replacements

Infrogress  + Al " Ulnclude Rejected Replacements

Modfied Date BegnDate  EndDate Replacement Type Replacement Employee Hours Per Day Processing Stafus

M Blue 26/06/2014 08/05/2014 08/05/2014 Centra] Payrol R Red 76 Under Review View Remave

Figure 3. The Replacements Panel

The display in this panel can be filtered by processing status (All, In Progress, Not Submitted, Submitted,
Under Review and Rejected). The default filter is In Progress.

eIn Progress shows any replacement that requires further attention i.e. under
W CHETET T 8 review, not submitted and rejected

*Not Submitted replacements will display those replacements saved but not

In Progress yet submitted.
All eUnder Review indicates that the submission is being reviewed by SRAB.

In Progress eSubmitted indicates that the replacement has been submitted for the system

Not Submitted to assess eligibility for reimbursement and calculate budget outcomes where

Under Review applicable.

Submitted *Rejected replacements have not been approved and will be accompanied by a
B Rejected | hote for further action.

Figure 4. Processing Status Filters

A second filter enables the selection of an individual employee and a tick box (if ticked) will include
rejected replacements in the display.

~ Replacements

In Progress * Al - Include Rejected Replacements

Figure 5. Employee Filter
Tick to include rejected replacements

From within the panel, each replacement activity can be viewed in detail or be removed .

Handy Hint — if there are no leave replacements entered, the panel filters described above will not be
displayed; only the panel header will be displayed.

1.2.4 The Absences Panel

The Absences panel displays (eduPay) employee absences. In the panel below J Brown has two absences
displayed.
- Absences

Al [ include absences where No Further Action selected ) Include fully replaced absences

bsent Employee Absence Begin Date Absence End Date Absence Description Replacement Status No Further Action

J Brown 05/05/2014 05/05/2014 Long Service Leave Not Replaced iev No Further Action
J Brown 09/05/2014 09/05/2014 Sick Full Pay - With Cert Not Replaced = No Further Action

Figure 6. The Absences Panel



For all absences displayed, a No Further Action button is available. Selecting this button will remove the
absence from display. The absence can be reinstated in the display by ticking the tick box: Include
absences where No Further Action selected.

The display in this panel can be filtered to show all absences or only those over 30 continuous working
days. A second filter may be selected to show absences for all employees or a particular employee.

There are two tick boxes that you can use to refine your search. You can choose to include absences
where previously you had selected the No Further Action button and / or to include fully replaced
absences by ticking the relevant tick box.

Figure 7. Absence Panel Filters Absence filters

v Absences

¥ W indude absences where No Further Action selected ¥ Indlude fully replaced absences

\>> 30 Continuous working days Absence Begin Date Absence End Date Absence Description Replacement Status

Clicking the column heading will sort the display accordingly.
[ Click to hide the absence from the list

Click headings to sort

Absence End Date Absence Description went Status

Absence Begin Date

Page number

No Fulner Action
View No Further Action

05/05/2014 05/05/2014 Long Service Leave Not Replaced View

09/05/2014 09/05/2014 Sick Full Pay - with Cert Not Replaced

Figure 8. Absence Panel Sort Functionality Click to view the absence

The number at the bottom of the panel indicates the number of pages of information that can be
displayed. Clicking on a page number will display the selected page.

From within the panel click the View link to see the detail of the absence.

NOTE: When viewing the detail of an absence more than one absence line may be displayed.
This is because a number of individual absences that are end on end, covering
continuous working days are displayed in the Absence panel as a group (an absence
group). Selecting the View link will display the individual items that make up the

group.

1.2.5 The Special Requests Panel
See section 2 Special Requests.



1.3 Viewing an Absence

Leave Tab Absences Panel Select View

The Absences panel below displays absences for employee M Blue. To view the detail of an absence select
the View link (coloured blue).

Al v [ iciude ahsences where No FurtherAcion selected T ncude fuly replaced absences
Absent Employes Absence Begin Date Absence End Date sence Desorpt eplacement Status No Further Action
M Blue 20404 25042014 Long Service Leave Not Replaced Vigw
W Blue 13 1y Sick ol Py - Without Cet Mo Reged /I Ver [ NoFurher Adon
. — | E—
Figure 9. Absences Panel

Select View the absence

Selecting the Long Service Leave item to view will display the Absence sub panel. From this panel a
replacement can be assigned to the absence using the Add Leave Replacement button.

v Absence

Absent Employee: M Blye Absence Period: Begin Date: 22/04/2014 End Date: 25/04/2014 Status: Not Replaced
Absence Description: Long Service Leave No Further Action m
v Absence Items

Absence Code Absence Description Absence Begin Date Absence End Date

524151 Long Service Leave 2/04/2014 25/04/2014

* Leave Replacements

There are no associated leave replacements.
<[ Add Leave Replacement
Add Leave Replacement l

Figure 10. Add Leave Replacement Button




1.4 Adding a Replacement

Absences Add Leave

Leave Tab Panel Replacement

Clicking on the Add Leave Replacement button will then display the Add Leave Replacement sub panel. In
this panel you must select the replacement type and the replacement period start and end dates, these
default to the absence start and end dates.

Note: Dates need to be amended when
e you have more than one person replacing the leave event

o the replacement has worked different hours per day
o replacement days are not consecutive

e replacement is not a central employee so public holiday or term breaks have not been

Check/Edit Replacement Period - Start and End Dates _

NV

Replacement Period: Start Date: 22/04/2014 i) End Date: 25/04/2014 i)

replaced

~ Add Leave Replacement

~ Replacement Details

Replacement Type

———= Select Replacement Type

Central Payroll

Cancel ] [ Save & Continue I

Figure 11. Add Leave Replacement Sub Panel

Replacement Types
e Central Payroll (credit) replacements are identified by any of the following methods using data from
eduPay:

o Fixed Term Replacement: Employee has a start date and an end date on their contract in
eduPay.

e Increase in Standard Hours: Increased working hours of an existing central employee.

o Temporary Resumption: Employee has temporarily resumed from their unpaid leave to fill a
vacancy.

o Transfer from another school: Employee has transferred in the current year and has a return
to base school job data record in eduPay.

e Ongoing Replacement: Employee has a start date but no end date on their contract in eduPay.

e Local Payroll (cash) replacements are identified as a local employee who has been paid through
CASES21 local payroll. Timesheets are required.

e  Local Hire — Invoice Replacements are identified as an agency replacement paid via a creditor invoice
through CASES21. Timesheets and invoices are required.



1.4.1 Adding a Central Payroll Replacement

To add a central payroll replacement select Central Payroll from the drop down list in the Add Leave
Replacement sub panel, ensure the replacement dates are as intended and press the Next button.

The Leave Replacement panel for Central Payroll will be displayed.
How to navigate the Leave Replacement panel for central payroll replacements:

1. Check or edit the replacement period dates.

2. Select a Replacement Method from the drop down list:

Fixed Term Replacement -

Fixed Term Replacement
Increase in Standard Hours
Temporary Resumption
Transfer in from Another Schoaol
Ongoing Replacement

Figure 12. Replacement Method

3. Enter the hours per day (in the example, a full day or 7.6 hours).

4. Select a replacement employee from the Pre —Approved Employee or the Employee Requiring
Approval list.

The list of employees presented in these drop down boxes is dependent on the replacement
method selected in step 2. There will be a pre-approved employee if the following criteria are
satisfied:

e Fixed Term Replacement: Replacement’s contract is effective less than 30 days before the
leave commences.

e Increase in Standard Hours: Replacement hours increased less than 14 days prior to the
leave commencing or been given a one off payment for additional hours for the leave
dates. (see appendix 1)

e Temporary Resumption: Replacement resumed employment less than 30 days prior to
the leave commencing.

e Transfer from another school: Replacement transferred into the school less than 14 days
prior to the leave commencing.

e Ongoing Replacement: Ongoing replacements will always require approval.



5. Where required attach supporting documentation and/ or insert a comment.

o If a replacement employee is selected from the employee requiring approval list either
supporting documentation or supporting comments must be added.

e If a pre-approved replacement employee is selected supporting documentation and
comments are not required.

e [f a central employee has worked additional hours and a one off payment has been made,
attach a copy of the transaction from eduPay or a screen shot of the payslip with banking
details not visible.

After adding an attachment press the Attach button and similarly after adding a comment press
the Add Comment button.

6. To submit the replacement, press the Submit button or press Save for Later to save to add further
information.

T T — Check/Edit Replacement Period - Start and End Dates

~ Replacement Details

Replacement Period: Start Date: 22/04/2014 ) End Date: 25/04/2014 it

Replacement Type Central Payroll - l

L Central Payroll

Cancel l l Save & Continue l

Figure 13. Central Payroll Replacement

Processing Status: Not Submitte:

~ Replacement Details v
Replacement Period: Start Date: 22/04/2014 ﬁ End Date: 25/04/2014 ﬁ
Replacement Type Central Payroll
Replacement Method Fixed Term Replacament
Hours per Day o0 Select Replacement Method
~ Replacement Employee Details Ad d h ours
Pre-Approved Employee Select Pre-Approved Emple! fuiring Approval
Select Replacement Employee

~ Supporting Documentation
Select File Add Description

i

p— /\

Attach file and Add
Description then press Attach Press Submit when complete
or Save for Later

[ Add comment and press Add Comment

Declaration

By selecting the Submit button, I confirm that all information provided is accurate to the best of my knowledge at the time|

G 1] s for Late Submit
replace the absent employee. ancel | [ savefortater | [ submit |

Figure 14. Leave Replacement Panel for Central Payroll



1.4.2 Adding a Local Payroll Replacement

Using the above example (adding a replacement for M Blue, Long Service Leave) in the Add Leave
Replacement panel select the Local Payroll option form the Replacement Type drop down list.

~ Add Leave Replacement

~ Replacement Details

Replacement Period: Start Date: 22/04/2014 @ End Date: 25/04/2014 =]

Replacement Type Local Payroll - ﬁ Loca| payr0|| ] cancel H Save & Continue ]
Figure 15. Local Payroll Replacement

The Leave Replacement panel for local payroll will be displayed.

. Leave Replacement

Check/Edit Replacement Period - Start and End Dates Processing Status: Not Submitted

~ Replacement Details y

Replacement Period: Start Date: 22/04/2014 End Date: 25/04/2014

Replacement Type Local Payroll
RS Add hours
~ Replacement Employee Details

Local Payroll Employee  Select Employes -

|

Select a local payroll employee

~ Supporting Documentation

Select File Add Description

~ Comments
) Add comment and press Add Comment
Attach time sheet, add
description then press Attach
Declaration Press Submit when complete
rs;,p‘s:c\:T;‘r;ga(;‘:;:::i;‘:::n, 1 confirm that all information provided is accurate to the best of my knowledge at the time of or Save fOf‘ Later — ] l = ] [ —— ]

\

Figure 16. Leave Replacement Panel for Local Payroll\

How to navigate through the Leave Replacement panel for local payroll replacements:

=

Check and / or edit the replacement period dates.
2. Enter the hours per day (in the example, a full day or 6.0 hours.)
3. Select the replacement employee for from the local payroll employee drop down list.

4. For alocal payroll replacement employee supporting documentation must be attached in the
form of an authorised time sheet. Press the Browse button to search for the attachment.

5. Add a meaningful description for the file and press the Attach button.

~ Supporting Documentation

Select File Add Description

H:\Time Sheet Local Payroll.¢ Time Sheet - R Green 22 25 April 2014 E Attach

Figure 16. Supporting Documentation for Local Payroll



6. Once the file is attached the file name and description will be visible in the Supporting
Documentation panel. The Remove button can be used to remove the file if required.

~ Supporting Documentation

Document Title Document Description

11/07/2014 1:29:38 BM

© e (Ge]

Time Sheet Local Payroll.pdf Time Sheet - R Green 22 25 April 2014

Select File iagion

Attached file

Figure 17. Attached File

7. To submit the replacement, press the Submit button or press Save for Later to save to add further

information.

1.4.3 Adding a Local Hire Invoiced Employee Replacement

Using the above example (adding a replacement for M Blue, Long Service Leave) in the Add Leave
Replacement panel select the Local Hire - Invoice option from the Replacement Type drop down list.

] Check/Edit Replacement Period - Start and End Dates _

~ Replacement Details V
Replacement Period: Start Date: 22/04/2014 iz End Date: 25/04/2014 B
Replacement Type Local Hire - Invoice + I Cancel I I Save & Continue ]

Local Hire

Figure 19. Local Hire Replacement 1

The Leave Replacement panel for local hire — invoice will be displayed.

Check/Edit Replacement Period - Start and End Dates _

= Replacement Details V
Replacement Period: Start Date: 22/04/2014 = End Date: 24/04/2014 =
Replacement Type Local Hire - Invoice
Hours Per Day 60
Add hours

~ Replacement Employee Details

i ! Add employee first and last name
Invoiced Employee: Employee First Name  Rick Employee Last Name Green
- Invoices
~ Add Invoices R H

_ﬁ! Search for invoice

Invoice Number: 15 Creditor: ttzach Pty Ltd Only Show Service Provider Invoices (53204)

GL Sub Program Creditor

invoice No. Transaction Date Amount

1200001859 22/05/2014 560049 4600 Iteach Pty Ltd m

Figure 18. Leave Replacement Panel for Local Hire l Add the found invoice

13



How to navigate through the Leave Replacement panel for Local Invoice:

=

Check and / or edit the replacement period dates.
2. Enter the hours per day (in the example, a full day or 6.0 hours).
3. Add the first name and last name of the invoice replacement employee.

4. For an invoice replacement employee the relevant invoice will have to be found using the search
function. You can search using the invoice number or the creditor name.

The tick box Only Show Service Providers (89204) can be used to limit the search to service provider
invoices.
5. After you have found the relevant invoice and creditor press the Add button.

~ Replacement Employee Details

Invoiced Employee: Employee First Name  Rick Employee Last Name Green Attach invoice

~ Invoices

Invoice No Transaction Date GL Sub Program Creditor
1200001859 22/05/2014 4500 Iteach Pty Ltd = Attach Remove

* Add Invoices

Invaice Number: Creditor: ] Only Show Service Provider Invoices (89204)
185

invoice No. a < Amount GL Sub Program Creditor

1200001859 22/05/2014 $600.49 4600 Iteach Pty Ltd

Figure 21. Attach Invoice

6. The invoice itself needs to be attached using the Browse button to find the file. Then press the
Attach button to attach the invoice.

You can see the invoice and attachment

- Replacement Employee Details v I
Invoiced Employee:  Employee First Name ik Employee Last Name Green Remove attachment and invoice
- Invoices

Invoice No. Transaction Date Amount GL Sub Program Creditor
1200001858 22/05/2014 $600.49 4600 Iteach Pty Ltd Alocal hire invoice.pdf 3§

Figure 19. Remove invoice / attachment Remove attachment only

Once attached the invoice information including the file attachment is visible in the Replacement
Employees Details sub panel.

To remove the attachment and the selected invoice information press the Remove button. To only
remove the attached file click the cross symbol.

~ Supporting Documentation a

Select File Add Description .

H:\Time sheet.pdf Browse. Time Sheet for Rick Green B Clear Attach time Sheet, add
—~— description then press Attach

~ Comments

Add Comment

Declaration

By selecting the Submit button, T confirm that all information provided is accurate to the best of my knowledge at the time of submission. I alse confirm that there are no excess staff available at my school to Cancel | [Lsavefortater] [Lsubmn_]
replace the absent employee.

Figure 20. Attach timesheet and Submit Press Submit when complete or

Save for Later




For local hire - invoice employees supporting documentation must be attached. In the example
above a time sheet for Mr Green is attached.
To submit the replacement, press the Submit button or press Save for Later to save to add further

information.



1.5 Monitoring the processing of leave replacement activities

Monitor
Processing
and Outcomes

Add Submit

View Absence
replacement Replacement

Having added a replacement to an absence and submitted it for processing, the processing status can be
viewed on the leave home page in the Replacements panel. (See Figure 3)

Schools will receive cash reimbursements as offline payments and cash payment reports will now list the
leave replacements individually. Click on the report tab and open the Cash Payment Report and select the
date of the payment.

i Student Resource Package (SRP)

S e

| Home | Guide Planner | Admin | Recor

Corporate Reports | QCG J CCT | Workford

Mo School Selected [change

Management Reports

Budget Management
- Displays the current and projected breakdown of budget expenditure

Salaries Fortnightly Transaction
- Displays a fortnightly breakdown of your staff charging

Employee Charging History

- Displays a detailed view of an employee's payroll charging

Salary Mischarging Correction

- Displays the status of any salary mischarge amendments

Credit Cash Transfer Status
- Displays the status of any credit cash transfer requests

School Budget Management Variance

- Displays variances in a school's surplus/deficit, budget and projection positions between pay periods

Cash Reports

Cash
- Provides information on Cash Grants and Projections

Cash Payment Statement
- Statements of Cash Payments

These payments will show as a total on the cash report under offline payments.

For central replacements view the next published version of the employee charging report.

16



2 Special Requests

Special requests are to be initiated by schools first submitting a service call to the SRP support team who
will follow up with instructions relevant to the specific special circumstances in question. The service
request can be lodged at:

Hotline: 1800 641 943

E-mail: studentresourcepackage@edumail.vic.gov.au

Service Gateway: servicedesk.education.vic.gov.au or [ Log a Call ]



mailto:StudentResourcePackage@EduMail.vic.gov.au
http://servicedesk.education.vic.gov.au/
http://www.eduweb.vic.gov.au/servicedesk/infraEnterprise.aspx?LITE&Form=LogCall&TemplateOut=CiLiteLogCallOut&Template=CustomLiteLogCall_SRP&PARTITION=26

3 Appendix

3.1 Supporting Doucmentation — Additional Hours

Click on the icon below

a\.rtlr'rtes MainvMenu » Employee Datg Management : Payee Magagement s Positive Input

Positive Input

Employee ID:
Pay Group: DOE
Calendar ID: PAY2012-25

Name: EmplRcd Hbr: 0
Description: Department of Education Pay Entity: DOE
Begin Date: 02/06/2013 End Date: 15/06/2013

This Calendar is finalized. Any changes will be considered during retro processing.

Earnings and Deductions

r
Action T Main Components T Source

*Entry Type *Element Hame

Code
Eamings ~ |[EXTRAHOURSC, | 2500000 | = | 0 [aUD 3y 8 ] =]
Bl Save I L4 Return to Search I +[E| Previous in List | 45| Mext in List | [=] Notify | s Refresh | E Adcll = Update/Di

The Positive Input — Detail
Panel opens

Enter begin and end dates for
the time of the replacement
and in the Description of the PI
(positive input) type in Leave
Replacement

Positive Input - Detalls

mployee I Hame: Empt Reaw: 000

Pay Group: DOE Description: Department of Ecucation

Calendar 1D; PAY2014-04 Bogin Date: 10082014 End Date: 23082014
Liwmont: EXTRAHOURS Uleevont Name:  Exiva Hours at Current Rate Instance: 001

* Spocity Vatees OR Eloments

Unet Valoo: 760 Unét Edemont: xQ
Rato Value: 7 Rate Blement: Q
Base Value 71 Base Bement

Percent Value Percent Cloment: Currency:

A Jormont: Q, Ao Q
3 m 010872014 W

Abseace Begin Date: o Absence End Date: )
| Poriod Begin Date: % Period End Date: "

010682014

* Othes Data

* Supporting Llement Overndes

Business Unit 0OEBU

GL Enuity / Org:
GL Businoss Unit:

GL Exponse Type:
GL Project:

GL Department:
GL Fund:

ox ] cm«ll Rnnh]
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