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HR eXpert
User Guide

Your employment entitlements  
made easy



What is HR eXpert?
HR eXpert is an interactive website which answers questions about 
employment entitlements for staff employed under the Public Sector 
Employment and Management Act 2002. 

answers your questions about your entitle->>
ments 

It can help you make decisions - you can >>
try out different scenarios 

You do not need to know the ‘rules’ >>

The information is about YOU and your >>
circumstances 

It provides you with reports, letters and >>
application forms

!  IMPORTANT

HR eXpert is designed for staff employed under the 
Public Sector Employment and Management Act 
2002. If you are employed under a different act, 
the answers may not be correct. You will need to 
contact the HR Area in your agency. 

You can use it any time – work, at home, anywhere. 
For example, sit down with your partner at home 
to work out your Maternity Leave options.

3 T I P

Just follow the screens and answer the 
questions. What areas are covered?

HR eXpert has been developed by the Public Sector Workforce Office (PSWO) of the NSW Department 
of Premier and Cabinet. 

Maternity Leave >>

Extended Leave >>

Recognition of Previous Service >>

Voluntary Redundancy >>

Leaving the Service >>

Study Time >>

Travelling Compensation>>

Higher Duties Allowances>>

Salary Packaging>>

Agency List Inquiry>>
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How You Access HR eXpert 

You can access HR eXpert in numerous 
ways: 

2.	Some agencies will provide links to HR 		
	eXpert through their intranet. Look 		
	for the HR eXpert icon or other  
instruc	tions on your intranet. 

3. 	You can navigate through the DPC web 		
	site www.dpc.nsw.gov.au 

EITHER
Click on the HR eXpert link on the home page

OR

Navigate through the screens – Click on Public 
Sector Employment, then HR eXpert.

OR

You can access HR eXpert in the information 
areas of the web site. For example, links to the 
Maternity Leave, Extended Leave and Study 
Time modules can be found under:

Public Sector Employment > HR eXpert

3 T I P If you want to use

1.	You can go straight to the HR eXpert web address 

 
www.dpc.nsw.gov.au/public_employment/hr_expert
	

HR eXpert often, save the address as a Favourite.
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Starting your inquiry 
Each module commences with an entry screen that explains what the module 
does. 

You should read the disclaimer, privacy and copyright information before starting your inquiry. 

The responses provided by HR eXpert are estimates as they are based on the information that you 
enter into the system.

The information you enter is not saved by the system to ensure your privacy. 

Make sure you have all the information listed before you start your inquiry. 

Click enter to begin your inquiry

4 www.dpc.nsw.gov.au/public_employment/hr_expertwww.dpc.nsw.gov.au/public_employment/hr_expert



Examples of Screens 
Most screens look like the ones below. They are split into two. The left hand 
side of the screen provides the questions you need to answer. The right hand 
side of the screen provides help to answer the questions. 

To answer the questions you will usually: 3 T I P Often the most common 
answers are already displayed. 

You can change them if necessary.
Select a statement from a drop down list >>

by clicking on  く   the symbol

Click on a ‘tick’ or ‘cross’ button >> ◦ 3〇 5

Type in text, numbers or dates>>

When you have answered all of the questions, click enter to move to the next screen. 
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Examples of Screens (cont.)
Some screens provide you with information about your particular circum-
stances throughout the inquiry. 

In the Maternity Leave inquiry information is provided about: 

your entitlement to paid Maternity Leave >>

your leave and payment selections >>

the date that payment will be made up to >>

the date that your 12 months unpaid full time Maternity Leave ceases >>

The information about your particular circumstances is provided to help you make a decision about 
your intended date of return.

Each question also has its own help screen. On this type of screen it will appear in the right hand 
window. 

You should always read the help screens to ensure you understand what is required. These screens 
provide definitions and explanations of how to answer the questions and allow you to access 
legislation and other information.

Clicking on each question will bring up the help screen for that question.
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Examples of Screens (cont.)
Some screens allow you to enter multiple responses. For example the 
‘Employment history’ screen allows you to enter all the agencies where you 
have worked. 
You should read the step by step instructions before answering the questions. Click on each 
column heading to see help information about that heading. 

!  IMPORTANT

 Do not type  agency name in the box provided, 
unless it is not found in the Agency List. If you do  
HR eXpert will classify the employer as ‘unknown’ 
and will not recognise your service.

Click on ‘add another’ to 
enter as many employers 
as necessary. 

Click on the icon  to 
select the agency list. 

You can enter your 
employers in any order 
and sort them by date.
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Selecting Your Employer
The Agency List contains interstate and Commonwealth agencies as well 
as a detailed history of NSW agencies since inception. When you select 
your employer/s the rule base determines if your service is recognised for 
Extended Leave purposes. 
HR eXpert only needs to know about your government employers. Do not enter service with 
universities or councils as it will not be recognised. You should read the instructions before selecting 
your employer/s. 

3 T I P Use the alphabet to quickly find 
your employer.

When you have found your employer click on the arrow.  You will be taken back to the 
Employment History screen and your employer will be inserted into the box. To help find your 
agency easily, some agencies appear under more than one name. Please select carefully and use 
the dates if needed. 

!  IMPORTANT

If you think it is a Government employer, return to 
the previous screen and type the name in the box 
provided.

 Can’t find your employer? !  IMPORTANT  The Agency List will be
 updated on a continual basis. If you know of a 
Government employer which is not in the list, 
please forward details to the email address  
found on the last page.
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Summary of Results
You are presented with a screen containing summary information at the end 
of each inquiry. Different inquiries provide more detailed reports, letters and/
or forms in Word format that can be saved or printed. 

!  IMPORTANT
 Print this screen or print/save any reports you wish 
to keep.

 You can not save inquiries.Click on the links to access the reports. 

If you access any reports or forms you will be taken to the Personal Details screen. Entering this 
information is optional. However, if you intend to submit the document to your agency, you 
should provide these details. 
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Detailed Results
When you have completed your inquiry you have the option to produce 
detailed reports, forms or letters. These contain more detailed information 
than the Inquiry Summary screen.  

Print and/or save reports, forms and letters if you wish to retain a copy. See the next page for an example of a report.

What reports are available through HR eXpert? 

Entitlement to Extended Leave/ Recognition of Previous Service Report>>

Letter to Previous Employer – Certificate of Service>>

Letter to Current Employer – Recognition of Previous Service >>

Leaving the Service Options Report>>

Voluntary Redundancy Report>>

Maternity Leave Application>>

Maternity Leave Applicant’s Private Copy>>

Application to Vary your Approved Maternity Leave>>

Study Time Application>>

Authority to Travel Application>>

Approval to use a Departmental Vehicle Application>>

Approval for Air Travel Application>>

Travel Expenses Claim Application>>

Salary Packaging Options Report>>

What can I do with the reports?

Reports and Forms

are for your records>>

help you make decisions e.g. take your Voluntary Redundancy Report to see a Financial Advisor>>

can be submitted to your Human Resources area for actioning>>

!  IMPORTANT

and are estimates only. Final figures are to be determined by your Human Resources area.

Information contained in reports is based on the details you provide 
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Example of Report
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Helping you use HR eXpert 
In addition to the help for individual questions (see pages 6 and 7), HR eXpert 
provides other forms of assistance. 

HR eXpert toolbar
 

 Home  Start  again   View or  change your answers  Help

!  IMPORTANT

or ‘Start Again’ you will lose any information that 
you have entered up to that point. Make sure you 
print any information you need before using these 
buttons. 

 When you click on ‘Home’

3 T I P Hover over the icons for more 
information.

Error messages

>> 	 takes you back to the HR expert 	
		  Home Page. Use this if you want 	
		  to change to another area within 	
		  HR eXpert .

>> 		 allows you to start a new inquiry 	
		  of the same type.

>> 	 takes you to a screen which 	
		  shows all your answers for this 	
		  inquiry. You can change these 	
		  if necessary and continue using 	
		  this new information.

>> 	 you to the area on the Premier’s 	
		  Department 	 web site where 	
		  you can access all the HR eXpert 	
		  documentation.

		 A red error message means that you 	>>
	 cannot continue without changing your 	
	 answers. 

		 A yellow warning message means you 	>>
	 should check your answers before you 	
	 continue.

 

answers’ after you have finished an inquiry 
to put in different data 

Use ‘View or change your 3 T I P
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Agency List Inquiry 
The HReXpert Agency List Inquiry gives you access to the Agency List of 
NSW and other Australian government agencies in a searchable format. 
It includes predecessor and successor information and allows you to 
download the list. 

Click on ‘Help’ to 
read information 
about how the list 
is set up.

Click on ‘Export 
Agency List’ to 
download the whole 
list in an Excel 
spreadsheet. 

Click on ‘Advanced 
Search’ to select 
categories to refine 
your search. 

names or Acronyms for NSW agencies.

You can enter ‘known as’3 T I P

!  IMPORTANT

of agencies you access in the Extended Leave inquiry (see page 
8).  The only difference is that the Agency List Inquiry allows you 
to search the list, see historical information and download the 
whole list an Excel spreadsheet.

 The Agency List Inquiry is the same list

Type in an 
agency’s  
name to find a 
specific agency 
or leave it 
blank to see 
the whole list 
in alphabetical 
order.
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Feedback and questions

You can address feedback and questions about the system to: hrexpert@dpc.nsw.gov.au

If you have any HR inquiries you should address them to your Agency’s HR area.


