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Frequently Asked Questions
In this document, the terms “Principal” and “Manager” are interchangeable.  Whilst this document is targeted to school audiences, the questions and answers are, in most situations, equally relevant to Teaching, Education Support and VPS employees.
In word, press the CTRL key and CLICK on the question to jump to the question and page.
2What is eduPay?


2How is eduPay accessed?


2Can eduPay be accessed from home?


2What is Employee Self Service (ESS)?


3My Original Hire Date is showing incorrectly in ESS.  Can this be corrected?


3Why are leave entitlements/credits displayed in hours?


3Where can I view leave entitlements?


3How many days Sick Leave without certificate have been taken?


3How is annual leave credited?


3How is annual leave allocated for 48/52 ESC employees?


4How is leave accrued under the leave accrual model?


4Are applications for annual leave required during school vacations?


4Why is there a negative annual leave balance?


5Who will approve leave entered via Employee Self Service (ESS)?


5How is Long Service Leave calculated?


5How is a Payslip accessed?


6FAQ for Managers, Principals/Business Managers


6What is Manager Self Service (MSS)?


6What are work schedules?


6Can the Principal delegate leave approvals to another person?


6How does the Principal’s leave get approved?


6What is the Payroll Validator and Certifier role?


7Are there any changes to validating and certifying of the payroll?


7I have missed Pay Finalisation; can an off-cycle payment be made to the employee?




Principals and Business Managers (HR Administrators):

If you have a question that is not covered in this document or associated eduPay web pages, please contact the HRM Service Centre on 1800 641 943 for further assistance.
Managers in Central or Regional locations

Please direct your enquiries to your VPS HR Consultant in VPS HR Services.
Other employees:

Please direct any questions you may have regarding your pay to your Manager, Principal or Business Manager.
Department of Premier & Cabinet and Department of Treasury & Finance employees should email hr.shared.services@edumail.vic.gov.au for further assistance.
What is eduPay?

eduPay is the Department’s new payroll and leave system and is used to pay all teaching service employees, nurses and public servants.  

The system provides employees with the ability to update their own personal details including home address, phone number, email address and emergency contact details.  Employees can also check their leave entitlement balances and apply for leave online which principals/managers authorise within the system.  An employee can also update their pay banking details using ESS.
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How is eduPay accessed?

eduPay is a secure web based application and is available to you through the Department’s IT network.  edupay cannot be accessed from a computer not connected to the Department’s network that is, eduPay cannot be accessed from home.
Use the EduMail user name and password to log on to eduPay.  Depending on the school network setup, these are generally the same details that are used to access the Department’s network.  
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Can eduPay be accessed from home?

Access to eduPay is restricted to computers that are logged into the Department's intranet and is not available over an open internet connection.  By restricting access to eduPay from Department locations, the security and privacy of personal information (which includes banking details) as well as overall security of the Department's payroll is maintained.
The Department investigated whether other large organisations provided employees direct access to Oracle PeopleSoft payroll over the internet.  No other organisations have provided employees this type of access in Australia.  As a result of this investigation and on advice from external consultants, the Department decided not to provide internet access to eduPay at this time.

For an employee on long term leave and where access to a payslip is required the following options are available:

1. Ask the Principal or Business Manager to email (or post) the payslip PDF
2. Where access to internet banking is available, review the net pay deposited into the bank account – if this has not changed the payslip will be the same.  Request the payslip where a difference has occurred.

3. Access all payslips on return to work
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What is Employee Self Service (ESS)?

Employee Self Service (ESS) enables employees to access and update personal information.  Through ESS you can:

· View and update home and mailing address, phone, email and emergency contact details

· View leave entitlements such as personal leave (sick/carers), long service leave, annual and additional (purchased) leave where an entitlement exists.

· Check if you will have the leave entitlements/credits to take the leave you would like to take in the future.  For example, determine eligibility for LSL in June 2014.

· Apply for leave 

· View your Online Pay Advice

· Adjust your banking details
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My Original Hire Date is showing incorrectly in ESS.  Can this be corrected?

For employees hired prior to 1997 the original hire date displayed in Employee Self Service (ESS) may reflect a date were the employee was made permanent with the Department and not their actual Hire date.  This field is provided for information only and does not have any effect on the calculation of an employee’s leave, service or superannuation entitlements.

Where you have identified that the date is incorrect, provide details of the correct date to your Principal or Business Manager.  The Principal/Business Manager will verify the date and advise Schools HR Services providing your employee ID, name and the correct original hire date.  Original hire date errors will be corrected as soon as possible.
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Why are leave entitlements/credits displayed in hours? 

The Agreements for employees now state that leave is to be calculated in hours.
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Where can I view leave entitlements?

All eligible leave entitlements can be viewed on the Leave Balances page in Employee Self Service.  Leave entitlements are current at the end of each fortnight.
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How many days Sick Leave without certificate have been taken?

Personal Leave (sick/carers) balances are no longer available on payslips as the current balance can be viewed in Employee Self Service (ESS).

Employees that wish to know how many personal leave hours without certificate they have taken this year may review the Leave History page within ESS and add the hours taken since the start of this calendar year.  A full day is normally 7.6 hours.  An employee may take up to 38 hours (pro-rata by time fraction) of Personal Leave without a certificate where Personal leave entitlements exist in a calendar year.
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How is annual leave credited?  

eduPay operates on a leave accrual model.  For Victorian Public Servants and Education Support Class employees (except 48/52) this means annual leave is no longer credited in advance, but will be credited each month as the leave accrues.  An employee will not be able to take annual leave until entitlement has been accrued.
How is annual leave allocated for 48/52 ESC employees?
eduPay operates on a leave accrual model.  Annual leave for 48/52 Education Support Class is normally taken during school vacation periods.  To enable vacation periods to be automatically recorded a 48/52 ESC employee will be able to access up to 38 hours in advance of entitlement (pro-rata for time fraction).  Under the accrual model the full 40 days (pro-rata for time fraction) will have accrued by 1 February in the following year.
How is leave accrued under the leave accrual model?

The following table identifies how leave accrues and when it becomes entitlement (visible) in Employee Self Service for each leave type
	Leave Entitlement
	Entitlement Occurs
	Entitlement Visible in Self Service

	Long Service Leave
	After 7 years of service, and then immediately each Pay Period
	Pay Period following Entitlement and then every following Pay Period

	Personal Leave
	After every 1 year of service
	Pay Period following Entitlement

	Annual Leave - ESC 48/52
	Immediately
	Following Pay Period

	Annual Leave – ESC/VPS 52/52, 51/52, 50/52, 49/52
	ESC:  After every 30 days of service
VPS: Accrues on a daily basis
	Pay Period following Entitlement

	Self Funded Leave –

ESC/VPS 51/52
	Immediately
	Following Pay Period

	Self Funded Leave –

ESC/VPS 50/52
	Immediately
	Following Pay Period

	Self Funded Leave –

ESC/VPS 49/52
	Immediately
	Following Pay Period

	Sabbatical Leave
	Immediately
	Following Pay Period
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Are applications for annual leave required during school vacations?

48/52 Education Support Class  

No, in the majority of situations, eduPay will automatically record leave during school vacations for most 48/52 ESC employees.  However, where another form of leave (e.g. personal leave) is already recorded during the vacation period the automated process will not insert the leave.  

52/52 Education Support Class

Yes, 52/52 ESC employees continue to have leave recorded and approved each time the leave is taken.  Employees should enter their leave applications using ESS.

Education Support Class that are purchasing additional leave (49/52, 50/52, 51/52)

Yes.  Employees must apply for leave for either the Annual Leave component or the Additional Leave component using Employee Self Service.

Principals, Teachers, Paraprofessionals and 48/52 ESC School Year employees

No, annual leave is not recorded during school vacation periods for these classifications.
VPS employees

Yes, where a VPS employee requires annual leave during a school vacation period submit an application for Annual leave (or additional leave) as required.
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Why is there a negative annual leave balance?

A 48/52 Education Support Class employee may take up to 38 hours (pro-rated for time fraction) in excess of their current entitlement during the year.  This will result in a negative annual leave balance in eduPay.  The entitlements accrued after each completed month will reduce the negative annual leave balance.

Education Support Class employees (48/52) may be unpaid during a school vacation period where the annual leave automatically entered during a vacation period exceeds the 38 hour (pro-rata) negative amount.

For example: A 48/52 ESC is hired two weeks before the end of a school term.  Insufficient leave entitlements will have accrued for the employee to be paid for all of the school vacation period and the amount of leave required exceeds the maximum negative amount of 38 hours. As a result, part of the school vacation period will be unpaid.

All other ESC employment modes (49,50,51,52/52) are not eligible to take leave in advance of entitlement.  All modes of VPS employment are not eligible to take leave in advance.
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Who will approve leave entered via Employee Self Service (ESS)?  

In schools, the Principal has the delegated authority to approve leave applications, whether through ESS or not.  When an employee applies for leave using ESS the leave request will automatically be forwarded by email to the principal of the school.  You should still discuss your leave intentions with their principal before submitting a leave request in ESS.
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How is Long Service Leave calculated?

Long service leave entitlement is based on working days and is expressed in hours.  Accrual of long service leave will continue to be based on the number of years of eligible service.  Employees with part‐time service accrue long service entitlements on a pro-rata basis, and take their leave at their current time fraction.

Long Service Leave entitlement is calculated by multiplying an employee’s years of qualifying* service by the number of business days in the year (260.893) by the number of hours in a business day (7.6) by the accrual amount per hour (0.025).  This calculation will deliver one year's LSL after 40 years of service for a full-time employee.

Long Service Leave is displayed in working hours on the Leave Balances page in ESS.  The number of hours displayed are the number of working hours you are eligible to take as LSL at your current time fraction.

To calculate the number of days, divide the number of hours by 7.6.  The result is the full time equivalent of the number of working days.

To calculate the number of weeks available, divide the number by your standard weekly hours.

*Qualifying service includes paid employment, but does not include most unpaid leave absences eg: Strike Leave; Unpaid Personal (Sick) leave, LWOP that does not count for service, WorkCover >12 Months.
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How is a Payslip accessed?

Payslips are only available for viewing within eduPay.  You will not be able to view any payslip following conversion to eduPay on HRWeb in the Pay advice online page as you have in the past (eHRMS).  Access to ESS or MSS is only available from Department locations using a computer that is connected to the Department’s computer network. See earlier question “Can eduPay be accessed from home?”
To view your payslip, login to ESS, click on “My Pay Details” and “View Payslip”.  Click on the link to the payslip you wish to view.  Payslips are displayed with the most current at the top of the list.
A payslip is a PDF file and to open the file you need to have Adobe Reader (or other PDF reading software) installed on your computer.  The payslip opens as a “pop-up”.  Ensure any pop-up blocker in your web browser allows pop-ups from the Department.
To view payslips prior to your transition to eduPay continue to use the HRWeb online pay advice program.
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FAQ for Managers, Principals/Business Managers
What is Manager Self Service (MSS)?

Manager Self Service (MSS) allows principals and managers to view and approve staff requests for leave online. 

eduPay provides principals and managers with more information to assist in validating and certifying the payroll for their staff. 

A number of additional reporting options are available to principals and managers.
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What are work schedules?

The Work Schedule determines a part-time employee’s standard hours (time fraction) by identifying the days and hours of work.  This information is used by eduPay to calculate an employee’s fortnightly pay and are used to calculate the number of hours applicable to a leave application.  This allows the correct number of hours to be deducted when leave is taken ensuring the leave entitlements are calculated correctly.  The work schedule enables part time staff to apply for leave using Employee Self Service (ESS). 

Where an employee changes the standard hours they work each week or the hours they work on any day a NEW work schedule is be added.
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Can the Principal delegate leave approvals to another person?
The Principal has been approved by the Secretary as the only person in the school who can approve leave.  Where the Principal is absent on extended leave the leave approval process may be delegated by the Principal using Manager Self Service to the Acting Principal during the extended absence.
The Principal may also delegate the processing of leave to the Business Manager or other person in the school.  Further information regarding this process is available on HRWeb at http://www.education.vic.gov.au/hrweb/resources/LeaveApproveMgt.htm 
Where the leave approval has been delegated to another person, any leave taken by these delegates must be entered through the Employee Data Management (EDM) menus and not entered through the Employee/Manager Self Service options as the leave request will be forwarded to the Regional Director for approval.
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How does the Principal’s leave get approved?

The Principal applies for leave using ESS.  The Principal’s leave request is automatically forwarded to the Regional Director for approval.
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What is the Payroll Validator and Certifier role?
The Payroll Validator is the person that initially reviews the fortnightly payroll and confirms that each employee’s pay is correct prior to the payroll being certified.
The role of Validator is normally undertaken by the Business Manager or other HR Administrator in the school.  More than one validator may be requested for a school.  Refer to the eduPay help pages for further information.
The Payroll Certifier is the person that certifies or confirms that the fortnightly pay for the school/work unit is correct.  In a school location this is the Principal.
The role of Certifier cannot be delegated to another person in the school except where the Principal is on extended leave and the Acting Principal is required to perform the role.
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Are there any changes to validating and certifying of the payroll?

Yes.  Validation and certification of the payroll is now performed in eduPay.  

Validators will receive an email on the Thursday the week prior to pay day advising that the payroll is ready to be validated. This is earlier than it was previously available allowing validators to identify changes that should be resolved before the pay is finalised for the fortnight (Friday night before pay day).  

Validators will however, be able to view the pay certification messages at any time during the fortnight.  As changes are made to the payroll by HR Administrators, the certification messages may change during the fortnight. 

If the validator identifies an issue with an employee’s pay after they have been forwarded the email advising they can now validate the payroll, immediate action must be taken on eduPay to identify and fix any errors or verify warnings on the payroll for these employees.

Certifiers will be able to check and certify the payroll after Pay Finalisation (on the Monday prior to payday). Where incorrect payments are identified the Principal must decide the action to take to correct the payroll and recover any overpayments.  If an incorrect payment is identified, where the overpayment is less than a normal fortnight’s pay and the employee will receive pay in a subsequent fortnight(s), the overpayment recovery should be undertaken in future pays.  Off-cycle replacements of reversed pays are NOT available in eduPay.
Refer to the Direct Credit information on HRWeb for further details.  Comprehensive assistance in the form of Quick Reference Guides, Online Interactive Videos and HR Administrator User Guides are available at eduPay Help on HRWeb.
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I have missed Pay Finalisation; can an off-cycle payment be made to the employee?

No.  eduPay is designed to pay employees on a fortnightly basis and does not have an off-cycle process for missed salary payments.

The certification messages provide information on a daily basis which must be actioned by the Principal, Business Manager or HR Administrators on a regular basis and appropriate and timely actions taken to ensure an employee is paid correctly.
You should review your internal processes to ensure that all Hires, Rehires and other payroll adjustments including leave entries are updated before the pay finalisation (confirmation) process is run.  Pay Finalisation is the Friday before the Thursday pay day.
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