Processing NFT Serial Numbers and Deductions on HRMIS

From 2005 Staffing Directorate has returned processing of NFT deductions to schools.  Serial numbers are also entered on the HRMIS by schools.  Here is a brief guide to this processing.

NFT Serial Numbers 
Go to:  Manager Home/Employee Job Data/Company Property and enter the teacher’s ID number or name (surname, comma, given name – no spaces).  Hit search.  Make sure you select the right person and job.
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Entering NOTEBOOK Deductions 
Please note:  When entering salary deductions the new code to select is NBK 

Go to :  Manager Home/Payroll & Compensation/Payroll/Voluntary Deductions and enter the teacher’s ID number or name (surname, comma, given name – no spaces).  Hit ‘search’ and please ENSURE YOU CHOOSE THE CORRECT JOB. 
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Click the “Add a New Voluntary Deduction” button:
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This will bring you to the deduction entry page:
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1. Type of Deduction – Enter ‘N’ into the box and look up (click on the magnifying glass), select “NBK” (NOT “NOTEBOOK”; the above screenshot is to be updated).
2. Enter Deduction Start Date – Enter the date of the day after the most recent payday here.

3. Enter Deduction End Date – DO NOT ENTER ANYTHING HERE.
4. Enter Amount to be deducted – enter $10.85 for Acers and $17.30 for Apples.

5. Take Deduction until I reach this Goal Amount – Enter $846.30 for Acers and $1349.40 for Apples.
6. Enter Goal Balance Begin Date – Same date as 2 above.

7. Click the “Save” button.  That’s it – you’re done!

Please note:  Entry of this deduction by the school is only to occur once a new notebook from the Notebook for Teachers Program has been received by the teacher.  Most variations and all “pre-leased” notebooks will be handled by Central Office. 
Arrears
Teachers may sometimes accumulate arrears, for example if this deduction is being entered late. Arrears may be covered by entering a new deduction and following steps 1-7 above, but at Step 4 you should enter the amount to be recovered as arrears plus the fortnightly rate. This will take care of the arrears and the deduction for the coming payday itself.  Enter a Deduction End Date of the day after the next pay day. 

Then enter a new deduction, again following steps 1-7 above. This time:

· At Step 4, enter $fortnightly rate as the Amount to be deducted.

· At Step 5, enter $goal amount MINUS the $ amount you already deducted in the first row.

· Don’t enter a Deduction End Date. 

· Save, and you’re done!  
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If there is an existing row please enter the date the expired notebook was returned and then use the ‘plus’ sign to add a new row. Then :


Enter ‘NFT’ here.


Enter the date the notebook arrived here.














Click on the Serial Number tab and enter the 8 digit Australian Serial Number here.


Press the “Save” button.











