SALARY VARIANCE PROCEDURE

1. Retrieving Reports

Step 1 Go to ‘Human Resources'
http://www.hr.uwa.edu.au/

lﬁ‘ THE UNIVERSITY OF
é})‘: WESTERN AUSTRALIA Human Resources

Prospective Students | Cutrent Students | Staff | Alumni | Visitors | About Search LWA IUWA Website = | fOr |keywords... Go

Welcorne to Hurnan Resources
[ wuiorkineEaLoe

[ Jobs@LiAL 3 )
[ Salary Sceles HR Services Employee Benefits

[ HR Policies & Procedures (Salary Packaging & Superannuation)
[ Leave Information Recruitment & Selsction

[ Payslips & Leave Balances Promotion & Tenure of Academic Staff * General Info on Salary Packaging

[ HR Forms Salary Progression ® Who is eligible to Salary Package
.
.

Welcome

[ HE Contacts Employee Self Service (ESS) and User Guide What can be packaged

[ bew Staff Induction weh Processing - FaQs

[ Bublications, Reports and Infa Theets, Allowances & Contract BxFm

[ uhat's Mew » Web Reports (Salary Sign-off) and User Guide

| ERM= Wetrafeses-S-biser Guide

[ Transnational Ed Procs e User Guides - allowances/Timesheet/Contract/Code Drganisational & Staff Development

[ Grieyvance:; in] rintinn

Step 2. Select the option ‘Web reports (Salary Sign_Off)’

Step 3. Enter your ITS (Admin) username and password. Please note this is not your
current Alesco password.

If assistance with your ITS (Admin) username and password is required please call the ITS
Helpdesk on extension 2822

Step 4. Select the ‘Salary Variance for Sign Off’ folder.

Administration

B8] TEe UniversiTY OF
52

WESTERN AUSTRALIA

| UniA Horne | Prospective Students | Current Students | Staff | Search UWA |Miebsite - | fop|keywords. . Go

HIS Reports - Human Resources GoTo IMyAdmin Home x|
Contents of myreportsfhis/d02030
Name 4 Type Modified

To Parent Folder

3 accounTs YTD File Folder 2/06/06 17:34
W File Folder 2/06/06 17:34
ETH Commitment 2004 XLS File 100K 16/12/04 14:41
'%“j Commitment 2005 XLS File 111K 15/12/05 15:49
2 commitment 2006 ®LS File 124K 23/06/06 12:42
| Salary History 2002 ¥LS File 2384K 6/08/04 10:36
B Salary History 2003 XLS File 2154K 25/06/04 14.42
| Salary History 2004 %LS File 2391K 20/12/04 165:08
i Salary History 2005 %LS File 2918K 24/01/06 15:35
8 Salary History 2006 %LS File 1070K 23/06/06 12:33
@j STAFFLIST XLS File 43K 26/06/06 05:00
D uwapivot Text Document 66K 2370606 12:42

Step 5. Select the required Year folder from the list

5 THE UNIVERSITY OF

=
S WESTERN AUSTRALLA Administration
Y

| Uwia Home | Prospective Students | Current Students | Staff | Search anlWebsne | for |keyvords Go

HIS Reports - SALARY_VARIANCE_FOR_SIGN_OFF Go To IMyAdmm Horne ¥
Contents of myrepaorts fhisfd02030/salary_variance_for_sign_off
Name & Type Modified

To Parent Folder
File Folder 2/06/06 17:34
File Folder 2/06/06 17:34
File Folder 2/06/06 17:34
File Folder 2/06/06 17:24
File Folder 23/06/06 1402
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Step 6. Locate the file “Salary Variance yyyymmdd, where yyyymmdd is the period end
date for the fortnight.

The file opens on the Comparison of Pays sheet displaying a table listing staff and the payments
they received in the current and preceding fortnight, together with a column providing a difference
(variance) in the two pay periods.

E Microsoft Excel - Salary variance screen dumps

IE_] Fil=  Edit Wiews  Insert Farmat Tools Diata windowy Help

DEHR IS S LIV E &BEE-F 9 - 2 = -2 3l B B :Ana
| | & =7} 1= - |

D Z | {2t &) Favorites - | Go - | 5 | WSERY10WHRSicommoniPayrolliSalary Yariationsi\DocumentationiS: -

E3G - i
A | B |
Status [ e |

c

Sum of Armount | PayDate -]
Employee « |[Paycode Description 300420065 14052006 [Difference
Ermployes 1-00034597 Fortnightly Earnings 1879.24 2231.96 $402.72
UNISUPER APP-Other-Fixed < 2 yrs  employer's 9% 158.08 191.95 $33.87
Ermployes 2-00059344 Allowance - Salary Progression 385.3 -%3858.30
Fortnightly Earnings 45351 -$4583.51
Ermployes 3-00027573 Fortnightly Earnings 23593.54 241063 $17.02
UNISUPER APP-Other Ongoing/Fixed=2yrs employer 3% B4.93 6493 $0.00
UNISUPER DEP/ICP-Others 7%/14% 302.99 302.99 $0.00
Employee 4-00042519 Awvard Plus Salary Loading (%, Mo Super) B3.2 $63.20
Fortnightly Earnings 2125.59 212586 $0.01
UNISUPER APP-Other Ongoing/Fixed=2yrs employer 3% 54.18 -§54.18
UNISUPER DEP/ICP-Others 7%/14% 252.84 27E.99 $24.15
Employee 6-00054522 Fortnightly Earmings 916.08 933.23 $17.158
UMISUPER APP-Other Ongoing/Fixed=2yrs ermployer 3% 25.58 26.06 $0.43
UNISUPER DEP/ICP-Others 7%/14% 119.38 121.61 52.23
Ermployes 7- 000E5294 Annual Leave 35711 $357.11
Fortnightly Earings 35711 324228 -$328.582
UMISUPER APP-Other Ongoing/Fixed=2yrs ermployer 3% o972 100.51 $0.79
UNISUPER DEP/ICP-Others 7%/14% 465.35 469.05 $3.70
Ermployes 8- 000495352 Annual Leave 37.35 $37.35
4 Fortnightly Earmings 132.68 112.05 -$20.63
UMISUPER APP-Other-Fixed < 2 yrs  employer's 9% 11.16 12.57 $1.41
Grand Total 13444 25 1313007

MNAME

Signature [Date

In signing the above | cerify, that as the responsible Head of School {or officer delegated by the HoS), | have investigated all variances in
my Salary “ariance repont and am satisfied the employees reported therein are entitled to be paid and their pay details appear
reasonable. Where errors have been identified, | have communicated this with HR Services accordingly.

32
M 4 » r[yComparison of Pays ¢ Allowances 4 Staff paid via BU 02030 4 Last Two Pavs £ [«
Ready

d_'StartI J G & I_J-I Q @ (G J @Train...l @Salar...l @Salar...l @Empl... I @Salar...l I;J-Ililld M...I =] Empl... IIIEIJ salar... _I‘—f

2. Salary Verification
Using the Comparison of Pays sheet it is easy to see which employee have a salary variation by

looking at the ‘Difference” column. All variances must by identified and explained however be
mindful of rounding issues which arise due to adjustments.

With the inclusion of Paycode description information in the worksheet, it should be easier to
narrow your variance analysis.

The following Alesco screens are used to assist in investigating and explaining variances:

FC176 Occupancy Display
FC775 Payslip Display
FC869 Pay Breakdown Display

FC935 Breakdown Display
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FC176 Occupancy Display

This is used to confirm if there has been a change in occupancy (appointment details). Changes
in occupancy can occur for many reasons, but the main reasons are usually:

Higher Duties (HDA)
Increment

Change in FTE
Change to Allowances
Rate of Pay changes

Higher Duties Note increase in level and step compared to substantive position.

Active during I a

nd
Substantive l_ Caoncurrent I_ Higher Duties I_

Start End Feasan Pasitian
04-JUL-2005 31-DEC-2049 LL PalicyProject Officer

21-DEC-2004 31-DEC-2048 L DI Policy/Project Officer
31-MAR-2003 31-DEC-2044 RAMNS Policy/Project Officer
01-JAR-2003 31-DEC-2049 CiNO Human Resources Adviser
01-JAN-2002 31-DEC-2049 RAMNS Human Resources Adviser

26-ALIG-2002 058-5EP-2002 sl Senior Personnel Officer
01-SEP-2001 31-DEC-2001 REAFPF Senior Personnel Oficer
09-MAR-2001 31-ALIG-2001 IM Senior Personnel Officer

18-APR-2006 17-MAY-2008 el Hurman Resources Adviser
26-ALIG-2002 08-SEP-2002 IC CI A Co-Ordinator (Appointments)

Increment Note step change and reason code.

Active during I and I

Substantive I_ Concurrent I_ Higher Duties I_

Start End Class Step Reason  Position
03-May- 2006 31-DEC-2044 A 1 (Lo Human Resources Assistant

26-DEC-2005 31-DEC-20449 LO3 01 COMNYRE Human Resources Assistant
12-DEC-2005 25-DEC-2005 i — REAPP Human Resources Assistant
10-0CT-2005 11-DEC-2005 LO3 01 REAPP Human Resources Assistant
01-ALG-2005 09-0CT-2005 LO3 01 CFTE Human Resources Assistant

Page 3 of 8




Change in FTE

Active during l and I

Substantive I_ Concurrent I_ Higher Duties I_

Start End = =14] Ressan Position
24-APF-2006 11—OCT—;J}B'E' 01 CFTE S{aﬁDeveImeent Officer

15-4PF-2006 11-00T—ﬁ%3 01 FEAPF [SAaT Development Officer
21-MOV-2005 14-AFPR-2006 n1 Staff Development Officer
17-0CT-2004 14-APR-2006 01 ROST Staff Development Officer
12-0CT-2004 14-APR-2006 01 1 Cafid fd Staff Dewvelapment Officer

Note increase in hours.

Qccupancy Add Details | Salary Step | Cce Account Roster Conditions Allowances Extra Detailg
Shift
Subject
Source of Funding iniversity Funded {non research)

FPosition Category dministrative (eg Admin Asst, Secretary etc)

Work Function Cther

Zward General Staff Avward Ended [
Classification Level & Cas %|

Step
Statistics HEE Lewel & (or equiv.)

Total Hours Average Hours I3D— action ISU—
Standard Hours s |
Adaregate Percent
Comparatio

Innnerative

Qocupancy Add Details | Salary Step Occ Account Conditions Allowances Extra Detailg
Shift

Subject
Source of Funding I Iniversity Funded (hon research)

FPosition Category dministrative (eg Admin Asst, Secretary etc)

Wiork Function Cther

Avward General Staff Award Endad |_
Classification Level 8 Cas %|

Step

Statistics HEE Lewel 8 (or equiv)
Total Hours Average Hours ctiun I?D
Standard Hours .

Aggregate Percent
Comparatio

Inoperative
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Change to Allowances

Active during I an I

d
Substantive I_ Concurrent I_ Higher Duties I_

Start End Class Feasd Positian
01-MAY-2006 31-DEC-20449 LOS LLOWY ﬁuman Resource Officer

1 7-hMAY-2004 31-DEC-20449 L 04 Ls Dl Muman Resource Assistant
12-MAY-2003 31-DEC-2049 LO4 2Dtk [Personnel Assistant
01-JAM-2003 30-DEC-2048 LO4 PG Fersaonnel Assistant
18-MOW-2000 30-DEC-2048 LO4 FSLUME Fersonnel Assistant

06-FEB-2004 31-JAM-2006 L04 STF Human Resource Officer
06-DEC-2004 31-DEC-2005 LO4 LREFP Hurman Resource Officer
01-MOV-2004 26-MOV-2004 L04 LREF Human Resource Officer

01-AFR-2006 30-AFR-2006 L05 REAFPF Human Resource Officer
01-MAR-2006 31-MAR-2006 LO5 REAFF Human Resource Officer

The screen below shows no allowance

Qccupancy | Add Details | Salary Step | OccAccuuntl Roster Conditions Allovwances Extra Detailg

Awvard

Classification

Allowance

Rate Type
Mandatary

Adgreed Rate Allowed
nit Derivation

Rate Derivation
Default Unit far EQOP Default

Agreed Rate Mote:

Annual

Default
Marith rates are
Faortnight current as

Week attoday
Hour

The screen below shows a new allowance (Award Plus salary Loading (%, No
Super) has been added.

Qccupancy | Add Details | Salary Step | Qcc Account Roster | Conditions | Allowances | Extra Details

Aaear Al Awvards

Classification 2l Classifications

Allowance weard Plus Salary Loading (%, Mo Super) /
Rate Type [Eercentage

Mandatory Optional

Agreed Rate Allowed
Unit Derivation Given from TimesheetHours Worked
Rate Derivation Ciefault from Base Salany and Allowances
Default Unit for EQP
Agreed Rate

Default

Mote:
Annual Default
tonth

01-hAY-2006 ) rates are
—————— Fortnight current as
31-DEC-2049

Week attoday

Hour
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Rate of Pay changes

Active during l a

nd
Suhstantive I_ Concurrent I_ Higher Duties I_

Stet—___ End Seas R RS FREi

SUE,<|WMAY-2UDG 25 MAY-2005 Lo 03 | [RCHGE | |Aoyistant (admin
RL-2PR 2006 5 WAY-2006 T REAPE _—Zsistant (Adrminy

13-FED-2008 R — rr—t CoMM | [resistant (arminy

Ococupancy Add Details I Salary Step Occ Account | Roster I Conditions Allowances Extra Details

Commence Date 01 -hd - 2006

End Date W Diuration ID—
FPaosition SEEC

Title

CompanyOrganisation Leve Hf TS0 o T 3 |HR Services
Start Reason RCHGE | |Rate Change (dgreed R@e Salary)

Employment Status e ——_Fixed Tenp=a-rre= 55AL not usually applicable
Admin Location e} Finance & Resources Office

Paypoint Human Resources

Location Human Resources
Sub Lacation
Reference
Reason for Change |

Mext Event [increment Date [\3-FEB-2007

Note the increase in the hourly rate.

Qcoupancy I Add Details Salary Step Oce Account Roster | Conditions | Allowances Extra Details

Classification Hours Per
Start Date Fornight Casual %

e = D |

=]

nnual Wonth Fortnight Hour
34142.00 2845.14 1308.95 17.45270 /

T Fornight
1263.42 581.25
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FC775 Payslip Display
Screen 1 provides pay details for the period defined.

Pay Group VA jod 1 Year IZUU? Period End 08-JUL-2006

-- Eamings -

05-JUL-2006 Fortnightly Earnings 1978.50
[26-JUN-2006 05-JUL-2006 Puvard Plus Salary Loading i 59.36
[26-JUN-2006 05-JUL-2006 Puvard Plus Salary Loading i -.01
[26-JUN-2006 [05-1UL- 2006 Salary Packaging (Fee- ame o1 | 36 36
[26-JUN-2006 [05-1UL- 2006 Salary Packaning (Fee- perc Jo1 | 002475 480
26-JUN-2006 058-JUL-2006 Salary Packaging (Unipark) 12 -12.00
[26-JLIN-2006 05-JUL-2006 Balary Packaping (DEFAGE) [01 | .0B28 -163.23

Start Date End Date Description Amount

Gross Salary Tax t Other Deductions Mett Salary
184736 144536

Screen 2 provides details of deductions and disbursement.

-- Deductions --
Mo, Year FPaycode Armount
zon7 | [INE [PAVE Tax 11200 =

-- Dishursements -
hethod Bank BSB# Account Mo Amount
Bank BC 023817 2350555 144536 ;I

-- Leave Bookings --
Paycode Amount

FC869 Pay Breakdown Display
This screen provides details of each pay code that is included in the gross salary for a
specified period.

Period n tiod End IUQ'JUL'ZUUE Sun Pay Grougp
ear 2007 oy Date [o7-10C-2006 Fri ey iz

Pay code [SAL [Fartnightty Eamings

Lnit s Start 2E-JUIN-2006 Mo Award
Rate 26.38) End [05- UL 2006 Ein | class
Amount 197850 Days working I o Step

Subsidy Roster | Duty

Created [30-JUN-2006 Origin RCB06 GL Duty
GL Ovettide Certificate Source
Paytun 270101 Dishurse Id 1454 Actual Duty

History Type IN_ |Nurmal pay histary record
Comments |

FC935 Breakdown Display
This screen displays the accounts that are debited and credited in relation to salary
payment.

Fayrun Cncost  Star Date ceount
[21-JUL-2006 0203052063995999959 197.85 DR | 2]

[io-JuCz008 [i20205206393933330 178065 PR |
[io-JU- 2006 [(20305206399933399 5342 JoR |
1-JUL-2006 [020205206299999559 01 |prR_
[F1-JUL 2006 [(20205206393933330 504 R
oD 2006 [20304006309933399 36 R
[io-JUC- 2006 [1203040063095500558 “g00 JoR |
[io-Ju-z006 I a04 155 - R —
[i0-JUL-2006 [ _—ffesusinsng0agaeass 163.23 R
[io-JuCz008 | R ~41200 oR |
20U 2006 [130992050993933399 144536 [oR |
fiiluCz006 [EUB [pesasiiomeeess W
[F1-JUL 2006 [FUR [333392050305333338 1632 oR |
U206 [[99592050909933399 1 bR

(270201
270201
27020
(270201
270201
270201
(270201
27020
(270201
270201
27020
(270201
270201

1
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3. Salary Sign-Off

Once you have identified the variance, and are satisfied that all employees have been paid correctly and
expected variances explained, you are then able to sign off. If adjustments and / or corrective action
needs to taken the Salary Sign Off flowchart will help you in determining what further action needs to be
taken.

Example

E Microsoft Excel - Salary variance screen dumps

IE_] Fil=  Edit Wiews  Insert Farmat Tools Diata windowy Help

DEEHR I S AV E 6 @ F 2 = -2 %S B
| | & =] 1= B

=5 Z | {2t &) Favorites - | Go - | 5 | WSERY10WHRSicommoniPayrolliSalary Yariationsi\DocumentationiS: -
H35 - i

A | B |

Status LA |

o3

Sum of Armount | PayDate |
Employee « |[Paycode Description 30042006 14052006 | Difference

Ermployes 1-00034597 Fortnightly Earnings 1879.24 2281.96 $402.72
UNISUPER APP-Other-Fixed < 2 yrs  employer's 9% 158.08 191.95 $33.87
Ermployes 2-00059344 Allowance - Salary Progression 38583 -%355.350
Fortnightly Earnings 4583.51 -5453.51
Ermployes 3-00027573 Fortnightly Earnings 239354 2410.63 $17.09
UNISUPER APP-Other Ongoing/Fixed=2yrs employer 3% E4.93 E4.935 $0.00
UNISUPER DEP/ICP-Others 7%/14% 302.99 302.99 $0.00
Employee 4-00042519 Awvard Plus Salary Loading (%, Mo Super) B3.2 $63.20
Fortnightly Earnings 212559 21256 $0.01
UNISUPER APP-Other Ongoing/Fixed=2yrs employer 3% 54.18 -554.18
UNISUPER DEP/ICP-Others 7%/14% 252.84 276.99 $24.15
Employee 6-00054522 Fortnightly Earmings 916.08 933.23 F17.15
UMISUPER APP-Other Ongoing/Fixed=2yrs ermployer 3% 25.58 26.05 0,43
UNISUPER DEP/ICP-Others 7%/14% 119.38 121.61 5223
Ermployes 7- 000E5294 Annual Leave 35711 F357.11
Fortnightly Earings 35711 324228 -$328.82
UMISUPER APP-Other Ongoing/Fixed=2yrs ermployer 3% o972 100.51 $0.79
UNISUPER DEP/ICP-Others 7%/14% 465,35 459.05 $3.70
Ermployes 8- 000495352 Annual Leave 34.91 $34.91
Fortnightly Earings 124 104 72 -H19.28
Grand Total 13424 .41 13107 .73 -$316.68

MNAME

Signature [Date

In signing the above | cerify, that as the responsible Head of School {or officer delegated by the HoS), | have investigated all variances in
my Salary “ariance repont and am satisfied the employees reported therein are entitled to be paid and their pay details appear
reasonable. Where errors have been identified, | have communicated this with HR Services accordingly.

M 4 » r[yComparison of Pays ¢ Allowances 4 Staff paid via BU 02030 4 Last Two Pavs £ [«
Ready

@& Startl J G & I_J-I Q @ (G J .;J—I Inbox - Microso... I 1] Monthly Retnnt...l ] web Reports O... I 5] salary variance '“”Lg Micrg

It is extremely important that business unit managers, perform the salary variance checking, and

that the pay period variances are actually signed-off and stored locally. Internal Audit, The Office

of the Auditor General and HR all expect and require (and may request) evidence of investigation
and official sign-off.
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