SETTING UP ANNUAL LEAVE IN TEAM MANAGER

Contents
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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):

Annual Leave

- i 15 [2]
Opening Anniversary Date - | January LA =
Next Anniversary Date : Jan 01 2020
Daily Accrual Rate - | 0.0616 fE (aye)
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 Cutoff Date:  10.472 (number of days accrued befween Jan 01 2018 and Jun 20 2018)
+

Opening Entitiement Days : 0

Opening Accrual Days © O =

3. Click Save:
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Cut o date of Sick Leave
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Existing employee with an Annual Leave balance of zero

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. Change the Cut-off date of Holiday Pay date to the date the Annual Leave balance was taken (i.e.
02/08/19):

Annual Leave 32

I Cut-off date of Holiday Pay : Aug 2 2019 I 9

Opening Anniversary Date - | January vl =

Next Anniversary Date : Jun 20 2020

Daily Accrual Rate: 0.0616 E (days)
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)
+

Cpening Entitlement Days

o

Opening Accrual Days

il

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

Annual Leave 322 |

Cut-off date of Holiday Pay ._Aug 2 2019 (7]
IAﬁ 1
Opening Anniversary Date : | January [ I ~ B

Mext Anniversary Date : Jun 20 2020

Daily Accrual Rate : 0.0616 B (ways)
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 Entitement Days : 0

Opening Accrual Days : 0 =

Annual Leave 2

Cut-off date of Holiday Pay : Aug 2 2019 e
| Opening Anniversary Date * | June ~ || 20 I - B
ext Anniversary Date . Jun 20 2020 8
Daily Accrual Rate : 0.0616 E (days)
Days Before Cut-off Date 170 (number of days between Jan 01 2018 and Jun 20 2018)
Days Accrued Before Cut-off Dale 10.472 (number of days accrued befween Jan 01 2018 and Jun 20 2018)
+

Opening Entitlement Days : 0

Opening Accrual Days : O =

3. Click Save:
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4. Click on the black arrow and click OK:

Annual Leave 2

Cut-off date of Holiday Pay : | Aug 02 2019

(2]

Opening Anniversary Date : | June

v]ﬁ

Days Before Cut-off Date : 43

Days Accrued Before Cut-off Date: 2,649

Opening Entitiement Days :

o

o

Opening Accrual Days

Daily Accrual Rate - | 0.0616

Next Anniversary Date : |Jun 20 2020

B (cays)

(number of days between Jun 20 2019 and Aug 02 2019)

(number of days accrued between Jun 20 2019 and Aug 02 2019)

c3.timesmart.co.nz says

This will adjust the Opening Entitlement Days and Opening Accrual
Days by the number of Days Accrued Before Cut-off Date. Don't
change this if you aren't sure what you're doing! Are you sure?

Cancel |

5. Asimilar screen will appear:

Annual Leave 2

Cut-off date of Holiday Pay : Aug 02 2018

Days Before Cut-off Date : 43

Days Accrued Before Cut-off Date: 2 649
Opening Entitlement Days © -2.649
Opening Accrual Days : 2.649

Opening Anniversary Date : [ June v ][ 20 . ] ﬁ
Next Anniversary Date © Jun 20 2020
Daily Accrual Rate - 00616 E (days)

(number of days between Jun 20 2019 and Aug 02 2019)

{number of days accrued between Jun 20 2019 and Aug 02 2019)

(previous value = 0)

(previous value = 0)

6. Click Save:

Edit Team Member
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Annual Leave 5
Cut-o aate of Holizy Pay | Aug 02 2019
Gpening Anniversary Date *| June
et Annivarsary Date - Jun 20 2020
Daily Accrual Rate : 00515

Days Bakore Cut-ofDate | 43
Days Accued Before Cutoff Date - 2 645

Opening Entilement Days - -2.649

@ e
(NUET of &yS between Jun 20 2019 and Aug 02 2015)

(previous valua = 0)

Opening Accul Days | 2,649 (previous value = 0)
Altemate Days
Cutoff date of Alemate Days - jun 20 2018 =

Opening Balance : 0 (dars)

Sick Leave
Cut-oft date of Sick Leave
Opening Balanca | 0 (days)
Skip Transter - ] (partneriadmin eny)
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Existing employee with an 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. Change the Cut-off date of Holiday Pay date to the date the Annual Leave balance was taken (i.e.
02/08/19):

Annual Leave 32

I Cut-off date of Holiday Pay : Aug 2 2019 I 9

Opening Anniversary Date - | January vl =

Next Anniversary Date : Jun 20 2020

Daily Accrual Rate: 0.0616 E (days)
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)
+

o

Cpening Entitlement Days

il

Opening Accrual Days

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

Annual Leave 32 |

Cut-off date of Holiday Pay -_Aug 2 2010 (2]
IAH 1
Opening Anniversary Date * | January v |1 I B

Next Anniversary Date : Jun 20 2020

Daily Accrual Rate : 0.0616 B (days)
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)
+

Cpening Entiflement Days . 0
Opening Accrual Days . 0 ﬁ

Annual Leave 2

Cut-off date of Holiday Pay : Aug 2 2019 e
| Opening Anniversary Date * | June ~ || 20 I - B
ext Anniversary Date . Jun 20 2020 8
Daily Accrual Rate : 0.0616 E (days)
Days Before Cut-off Date 170 (number of days between Jan 01 2018 and Jun 20 2018)
Days Accrued Before Cut-off Dale 10.472 (number of days accrued befween Jan 01 2018 and Jun 20 2018)
+

Opening Entitlement Days : 0
Opening Accrual Days : O =

3. Click Save:
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4. Enter the current Annual Leave balance into the Opening Entitlement Days field (i.e. 7 days):

Annual Leave

Cut-off date of Holiday Pay : Aug 02 2019 e
Opening Anniversary Date © ‘ June v H 20 - ‘ =
Next Anniversary Date © Jun 20 2020
Daily Accrual Rate : 0.0616 ﬁ (days)
Days Before Cut-off Date 43 (number of days between Jun 20 2019 and Aug 02 2019)
Days Accrusd Before Cut-off Date 2.649 (number of days accrued between Jun 20 2019 and Aug 02 2019)
sk
I Opening Entitlement Days : 7 I
Opening Accrual Days : 0 ﬁ

5. Click the calculator icon next to the Opening Accrual Days field:

Annual Leave i

Cut-off date of Holiday Pay
Opening Anniversary Date

Next Anniversary Date

Days Before Cut-off Date

Days Accrued Before Cut-off Date

Daily Accrual Rate :

Opening Entitliement Days :

Opening Accrual Days ©

: Aug 02 2019 (2]
;| June v || 20 o=
Jun 20 2020
0.0616 e (days)
43 (number of days between Jun 20 2019 and Aug 02 2019)
2.849 (number of days accrued between Jun 20 2019 and Aug 02 2019)
¥
7
o I = I

6. A similar screen will appear:

NB: The ‘Opening Accrual Days’ field must match the number that is in the ‘Days Accrued Before
Cut-off Date’ field. If they don’t match, press the black arrow and click OK

Annual Leave i

Opening Anniversary
Next Anniversary

Daily Accrual

Cut-off date of Holiday Pay : Aug 02 2019

(7]

Date:| June v || 20 - |
Date: Jun 20 2020
Rate: 0.0616 f (days)

Days Before Cut-off Date: 43

(number of days between Jun 20 2019 and Aug 02 2019)

IDays Accrued Before Cut-off Date : | 2.649

I (number of days accrued between Jun 20 2019 and Aug 02 2019)

Opening Entitlement Days : 4.3512

I Cpening Accrual Days . 2.6488

I fH (based on 43 days @ 0.0616 per day)

7. Click Save:

Annual Leave i

Cut-off dats of Holday Pay : Aug 02 2019

Opening Anniversary Date | June
Nex Anniversary Dale ;| Jun 20 2020
Daily Accrusl Rate

0.0616
Days Bofore Cut-off Date = 43
Days Accrued Before Cut-ofl Date - 2 649
Gpening Entisement Days | 4.3512
Opaning Accrual Days | 2.6488
Alternate Days

Cat-off data of Afemnte Days © Jun 20 2018
Opening Baiance | O

Sick Leave

Cut-off date of Sick Leave

Opening Balsnce © 0

Skip Transter | L] (parineriadmin ony)

(2]

=

B 0y

(numbar of days between Jun 20 2018 and Aug 02 2419)
(number of days accrued befween Jun 20 2019 and Aug 02 2019)
B (based on 43 days @ 0.0516 per day)

(0ays)

(days)




