


Terminating a Worker

Step 1 Log onto Portal and Navigate to Returns page
Step 2. Click on current Return
Step 3 Click on ‘Edit Return’
Step 4 Click on three dots’
Step 5 Click on ‘“Terminate’
Step 6 Enter Termination Date and Termination Reason’
Step 7 Click on ‘Save & Close’
Step 8 Click on ‘Commit Return’ if data is correct
Step 9 Click OK to submit Return
Step 10 Payment Summary appears
v
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Step 1 — Log onto Portal and Navigate to Returns page

Nachboard

Retumns D
R512828
R512827
R512297
R512234
R512233

Return Period

Periodic (Oct 2020 - Dec 2020)
Periodic (Apr 2020 - Jun 2020)
Periodic (Jan 2020 - Mar 2020)
Periodic (Oct 2019 - Dec 2019)
Periodic (Jul 2019 - Sep 2019)

Workers

7

7
7
2
2

Due Date

30 Nov 2020
30 Nov 2020
30 Apr 2020
31 Dec 2019
30 Sep 2019

&Export To Excel
Balance Return Status
- oren
$832.01
$866.91
$23213
$196.95
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Step 2 — Click on current Return

Dashboard
&Export To Excel

Refums I Return Period Workers Due Date Balance Return Status
R512828 Periodic (Oct 2020 - Dec 2020) 7 30 Nov 2020 - [ open |
512827 Periodic (Apr 2020 - Jun 2020) 30 Nov 2020 $832.01

Transactions

R512234 Periodic (Oct 2019 - Dec 2019) 31 Dec 2019 $23213

7

R512297 Periodic (Jan 2020 - Mar 2020) 7 30 Apr 2020 $866.91
2
2

R512233 Periodic (Jul 2019 - Sep 2019) 30 Sep 2019 $196.95
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Step 3 — Click on ‘Edit Return’

Portable Long Service Authority

Returns: Periodic (Oct 2020 - Dec 2020) (R512828)

Dashboard

1 Export / Import Edit Retun

Periodic Return Information

Returns

Transactions

Return Status m Warkers

Workers
Return Period (ID) Periodic (Oct 2020 - Dec 2020) (R512828) Total Pay

Employer Details Due Date 5071112020 e Rate
Contribution
Contacts

Add Export  w

Workers

Contact Us
Worker Dates (Term Reason) LSL Taken Hourly Rate Ordinary Pay (Discrepancy) Contribution

COCHRAN, Jett (M1214168) Oct 2020 - Dec 2020 50.00 $0.00 $0.00
DONNELLY, Cyrus (M1214171)  Oct 2020 - Dec 2020 $0.00 $0.00 $0.00
HUNT, Oliver (M1214166) Oct 2020 - Dec 2020 $0.00 $0.00 $0.00

KANE, Esme-Rose

(M1214169) Oct 2020 - Dec 2020 50.00 $0.00 $0.00

SHARMA, Della (M1214170) Oct 2020 - Dec 2020 50.00 $0.00 $0.00

WEST, Serena (M1214167) 0Oct 2020 - Dec 2020 $0.00 $0.00 $0.00
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Step 4 — Click on three dots

Returns / Periodic (Oct 2020 - Dec 2020) (R512828): Return Edit

Due Date

30/11/2020

Worker (#) Start Date

COCHRAN, Jett (M1214168)
DONNELLY, Cyrus (M1214171)

HUNT, Oliver (M1214166)

Workers

7

Total Pay Levy

$0.00 1.65%

Hours Ordinary Pay Previous Pay Pay Discrepancy Reason

0 £0.00 @ 51141196 « Pay is within threshold
0 $0.00 ©$10,871.90 « Pay is within threshold
0 £0.00 © $3.77241 + Pay is within threshold

& Add Worker

Contribution

$0.00

LSL Taken? More
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Step 5 — Click on ‘Terminate’

Due Date

30/11/2020

Worker (#)

COCHRAN, Jett (M1214168)

DONNELLY, Cyrus (M1214171)

HUNT, Oliver (M1214166)

KANE, Esme-Rose (M1214169)

SHARMA, Della (M1214170)

Workers Total Pay Levy
7 $55,014.47 1.65%
Start Date Hours Ordinary Pay Previous Pay Pay Discrepancy Reason
456 $16,001.87 0 511,411.96 Wage Increase
524.4 $10,871.90 0 $10,87190 + Pay is within threshold
1725 $3,772.41 © $3,772 41« Pay is within threshold
386.88 $8,018.98 © $8,01898 + Pay is within threshold
A7.07 £979.99 @ $979.99 + Pay is within threshold

Contribution

$907.74

LSL Taken? More

v [

2 Terminate

| [E] AddNote

=

O
O

v
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Step 6 — Enter Termination Date and Termination Reason

Worker (#) Start Date Hours Ordinary Pay Previous Pay Pay Discre

Termination Reason Reguired
COCHRAN, Jett (M1214168) 456 £16.001.87 051141196 Wagel

Termination Date Termination Reason

f 12112020 [Choose Termination Reason)

[Choose Termination Reason]
DONMELLY, Cyrus (M1214171)

Termination

HUNT, Oliver (M1214166)

Retrenchment

Project Compieted

SHARMA, Della (M1214170
( ) Il Healthfincapacity
WEST, Serena (M1214167) Refirement
% Ceath
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Step 7 — Click on ‘Close’

Worker (#) Start Date Hours Ordinary Pay Previous Pay Pay Discrepancy Reason LSL Taken? More
COCHRAN, Jett (M1214168) 456 $16,001.87 @51141195  Wage Increase + O

Termination Date Termination Reason

& | 12112020 Resignation

DONNELLY, Cyrus (M1214171) 524.4 $10,871.90 @310,871.90 + Pay is within threshold O

HUNT, Oliver (M1214166) 1725 $3,772.41 @ 53377241  Pay is within threshold O

KANE, Esme-Rose (M1214169) 386.88 $58,018.98 ©$5,018.98 v Pay is within threshold |:’

SHARMA, Della (M1214170} 47.07 $979.99 O $97999 + Pay is within threshold D

WEST, Serena (M1214167) 296.8 $6,191.86 ©36,191.86 + Pay is within threshold O

WOODS, Chantelle (M1214172) 4408 $9,177.46 @539 17746  Pay is within threshold O
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Step 8 — Click on ‘Submit Return’ if data Is correct

Returns: Periodic (Oct 2020 - Dec 2020) (R512828)

[ Export/ Import

Periodic Return Information

v To finalise this return you must click Submit Return.

Edit Return Submit Return

Return Status Workers T
Return Period (ID) Periodic (Oct 2020 - Dec 2020) (R512828) Total Pay $55,014 47
Due Date 30/11/2020 Return Rate 1.65%
Contribution 5907 74
Workers Export ~
Worker Dates (Term Reason) LSL Taken Hours Hourly Rate Ordinary Pay (Discrepancy) Contribution
COCHRAN. Jett (M1214168) gi"n?pT ;:d‘;" 2020 (Project 456 $35.09 $16,001.87 (Wage Increase) $264.03
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Step 9 — Click OK to submit Return

Retum Submission Alert

Click OK to confirm and submit your return or CANCEL to continue to edit your retumn.
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Step 10 — Payment Summary appears
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For further information about portable long service visit www.plsa.vic.gov.au, call 1800 517 158
or email enquiries@plsa.vic.gov.au
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