‘ Finance Division
BFT Training

2.2 How to use BFT Payroll: Employee Record Card

Prerequisite: Make sure you are familiar with: 2.1 How to use BFT
Payroll: Employee Summary before working through this training

Launch the Employee Record Card from Summary of Employees (SoE)

¢ In the Summary of Employees, place the cursor in the Job Title column, next to the Employee name
e Click the blue More Details button
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* ERC opens for selected employee:

D Individual Employee Record Card - TRAINING
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In the ERC you can:

1. Review Employee payroll details

2. Add new cost code combinations

3. Add/Amend Grade & Stage or Pension scheme
4. Select a specific Cost Code Combination (CCC) and
5. Add/amend FTEs for the CCC
7, 8, 9 Add/amend Other Costs for the CCC

The next sections show how to add and amend
data in the ERC
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1. Review Employee payroll details

Version

Hame

Q1 Forecast

BONEBRAKE E

Financlal Years 2018-19

FTE Budget

Personal Assistant | Farm Finance Of dgl::ff:“
DEFALULT/MOT APPLICABLE FTE Flan Cora HR
Salary
Payrall Cost
Post Hao,
The employee
surmmary shows the
FTE split and cost
across different cost
Centres
Maote the codes on the
left hand side
Employes Summary
o T—
BONEBRAKE E 2604037 FTE Plan 1,00 1.00 1.00 1.00
Ciosls 2882 2,982 2,982 3413
i 9501037-ZF0001-50200-A2007 FTE Flan 050 0.50 0.50 0.40
Comts 1,481 1,481 1,481 1,523
601 037-ZFG000-50200-00000 FTE Plaa 0.50 0.50 0.50 .60
ey Cogls 1401 1,401 1,401 1,800
8501037-2000E2-50110-A0231 FTE Flan
| s
601 037-200000- S0b00-A2007 FTE Pian
Gty
2. Add new cost code combinations
| - |
Here you can add
new Cost Code
Combinations

Dest Cost Cendre:
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3. Add/Amend Grade & Stage or Pension scheme

* Grode, Stoge
and Pension can
be enterad
amended hare

* Yellow cells to

mizke changes

4. Select a specific Cost Code Combination (CCC) for review/amendment of FTEs & Other payroll costs
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5. Add/amend FTEs for a Cost Code Combo
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6. Add/amend Other Costs for a Cost Code Combo
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- “Other” staff costs -
E used for allowances,

awards etc
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