
Salary Journaling for the new HR Payroll System 
 
With the release of the new HR payroll system schools have the ability to allocate salary 
costs directly to an internal order or WBS by the use of the WBS-IO Payroll Coding 
Solution. 
 
When this solution is not utilised by the school and salary costs need to be reflected 
against a WBS or an internal order a standard journal will need to be processed.   The 
processing of these journals will ensure the WBS and internal order balances are reflected 
correct within the SAP BW reporting.  This is particularly important for Funded Programs 
(WBS) as these year end balances become the opening balance for the new financial 
year. 
 
There are two general ledger which have been provided for this purpose. These are 
500101 salary transfer teaching and 500102 salary transfer non-teaching. Best practice 
is to process these journals on a monthly basis to ensure program balances are reporting 
accurately. 
 
To process these journals the school will need to determine the individual salary cost 
charged.  The SAP Employee Level Salary Cost Report available in the SAP Reports 
under Schools Management Reporting provides the salary charges for all staff that have 
transitioned to the new HR Payroll system.   
 
This report opens in the previous calendar month and may be changed to display other 
month’s salary data by using the Show variable entry screen option available from the 
Filters tab at the top of this report. 
 

 
 
For employees who have not yet transitioned to the new HR Payroll solution, their salary 
costs will be reflected in the Employee Level Salary Cost Report.  In this case both Salary 
Cost reports needs to be viewed when analysing total salary costs for the selected period.   



The Filter options provided in the SAP Employee Level Salary Cost Report are displayed 
below.  These can be used to customise the report for the individual employee salary 
costs.   
 

 
 
Filtering on the Employee Surname, First Name will display the report for the individual 
salary costs for the date period nominated in the report. 
 
The Effective Payroll Date will provide the individual day worked. This filter option can be 
added to the report as a column by right clicking and dragging the filter name to the tabled 
report data ensuring the vertical line is visible before releasing the mouse. This will display 
the individual daily costs for permanent and temporary employees. Currently due to 
reporting restrictions this report does not display individual daily salary costs for 
casual employees. Additional journals will need to be processed once this report data is 
made available to allocate casual salary costs to a WBS or an internal order. 
 
To ascertain if the WBS-IO Coding Solution has been applied the WBS Element and Order 
(Internal Order) fields may be added from the Filter options as columns to the reporting 
data to identify these salary allocations. 
 
Please note: If journals were completed for the full year’s salary cost for permanent 
employees, where salaries are from funded programs i.e. ‘blue people’, then no further 
journaling is required as the full year’s salary has already been allocated to the WBS. 
  
Instructions on the salary journal processes are available in the QRG How to create a 
journal entry to reallocate salary costs.  
 
Schools which require individual salary journal support may log a call /on line enquiry with 
EDConnect on 1300 32 32 32. Schools Specialist Finance staff to support in this journal 
process. 

https://my.education.nsw.gov.au/inside-the-department/edconnect/finance-and-accounting/reconciliation-allocations-adjustments-and-corrections/journals/create-a-journal-to-reallocate-salary-costs-qrg
https://my.education.nsw.gov.au/inside-the-department/edconnect/finance-and-accounting/reconciliation-allocations-adjustments-and-corrections/journals/create-a-journal-to-reallocate-salary-costs-qrg

