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New employee with no Annual Leave balance

In the Leave tab in Team Manager, you will see the following screen:
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Follow the below steps to ensure your employee’s Leave gets set up correctly:

1. Ensure the Cut-off date of Holiday Pay field shows is your new employee’s start date (i.e.

20/06/18):

Annual Leave

Cut-off date of Holiday Pay : Jun 20 2018 I (7]
nUaTy 7| ]

Next Anniversary Date : Jan 01 2020

Daily Accrual Rate - | 0.0616 B (ays
Days Before Cut-off Date: 170 (number of days between.Jan 01 2018 and Jun 20 2018}

Days Accrued Before Cut-off Date :  10.472 (number of days accrued between Jan 01 2018 and Jun 20 2018}

Opening Entitlement Days : 0
Opening Accrual Days © | 0 m

2. Change the Opening Anniversary Date from January 1 to the employee’s start date (i.e. 20/06):
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Opening Anniversary Date : | January LA

Next Anniversary Date : Jan 01 2020
Daily Accrual Rate - | 0.0616 B (ays

Days Before Cut-off Date: 170 (number of days between.Jan 01 2018 and Jun 20 2018}

Days Accrued Before Cut-off Date :  10.472 (number of days accrued between Jan 01 2018 and Jun 20 2018}

Opening Entitlement Days : 0
Opening Accrual Days © | 0 m

Annual Leave i

Cut-off date of Holiday Pa: un 20 2018 (2]
Opening Anniversary Date - June v 20 v \F

‘Nexl Anniversary Date . Jan 01 2020

Daily Accrual Rate : 0.0615 & (days)

Days Before Cut-off Date 170 (number of days between Jan 01 2018 and Jun 20 2018)

Days Accrued Before Cut-off Date 10472 (number of days accrued between Jan 01 2018 and Jun 20 2018)

Opening Entitiement Days : 0

Opening Accrual Days © O =

3. Click Save:
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Cut-attdete of Hallesy ey Jun 20 2016 @
Openiag Amivesary Date | June BIED -8
Mext Anniversary Date | Jan 01 2020
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Days Defore Cut-oft Date - 170 (numier of days between Jan 01 2018 and Jun 20 2018)

Days Acciuad Befors Cutofi Data . 10.472 (e of Gays accrusd betean Jan 1 2048 and Jun 20 2018)

Opsning Entsment Days

Opening Acerua Days
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Alternate Days
Cut-of e of Atermate Dars  Jun 20 2018 =
Opening Balance | 0 )
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Cut o date of Sick Leave

Opaning Balancs |0 (das)
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