
Step 2 Up To Last Anniversary
If the employee started more than 12 months ago, how much leave did they have remaining at their last anniversary?
(If you don’t have this information available, use the worksheet in Note 4 to calculate Total A)

EMPLOYEE ANNUAL LEAVE ENTITLEMENT WORKSHEET
Step 1 Employee Information

Optional:

Step 3 Since Last Anniversary
Enter hours and earnings since last anniversary

Name

Rostered hours per week Hours per day Current pay rate per hour

Start date

Last anniversary date†Note 1 Days (if used)

HoursMultiply Days by 8 or
rostered hours per day Total A

Earnings†Note 2

Hours†Note 3

Multiply by 6% (or appropriate
percentage) to produce hours of

leave due since anniversary
Hours Total D

Total B

Total C

Step 4 Leave Taken
How much leave has been taken since last anniversary?

Days (if used)

HoursMultiply Days by 8 or
rostered hours per day Total E

Step 5 Enter details on Employee Holiday Setup screen
Select the employee, then Holiday Setup, and make the following entries using the appropriate diagram:

Checked by Date

Annual Entitlement Method Percentage Entitlement MethodEntries Required

A - E
This is made up of the number of hours up to the

employee’s last anniversary, LESS leave taken since.

A + D - E
This is made up of the number of hours up to the

employee’s last anniversary, PLUS leave earned since,
LESS leave taken since.

Total C

Total B

See over for Notes, Tips and Recommendadtions
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