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Logging into ESS

P

1. Open the Google Chrome web browser. eSS

2. Type the following into the Address Bar, then hit Enter.
https://ess.federation.edu.au

E& Federation University Australia - X —+

C I = ess.federation.edu.au|
| ]

3. The following login screen will be displayed:

@ ® (e}
EmpowerHR

User Name

Password

[ UNI
Domain

Login

4. Login details will be as follows:

Username and password

Your ESS login credentials are the same as your Federation network login credentials.
(the same username and password you use to login to the Federation network, emalil
etc.)

If you are unsure what your username or password is or require a password reset
please use the password portal or contact the ITS ServiceDesk by submitting a
request at http://servicedesk.federation.edu.au (phone 5327 9999).

Please note that you cannot change your password via ESS.

Click the ‘Sign On’ button after entering your login credentials
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https://ess.federation.edu.au/
https://passwordreset.federation.edu.au/?_ga=2.237552713.836827130.1643580097-1534739615.1642123234
http://servicedesk.federation.edu.au/

5. If logon was successful the following screen will be displayed.

E':; Federation
«Bl | niversity

Sys Admin Manager

S 8

Personal Details Leave Details View Payslip
Files

Forms

Leave v

Requests »

Employment »

Pay »

Personal »
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Changing personal details on ESS

1. Click on the ‘Employee’ Tab as seen below:

B Federation

. niversity

HOME-ESS
X
Personal Details Leave Details View Payslip

Applications w9«

Files

Forms

Leave v
Requests v
Employment »
Pay

Personal »

2. Then select the ‘Personal Details’ button

Manager = Employe 2 Welcome John

D& =
" P P

Personal Details Leave Details View Payslip

3. Now you will see a row of new tabs which will allow you to make any necessary
changes to your personal details then update them on the system. Available tabs are
‘General’ , ‘Addresses’, ‘Contact’, Emergency etc.

For example, by clicking on the ‘Addresses’ tab, you will be able to change your
Private and Postal Address details.

When you have amended any data, you must click on the ‘Update’ button to save
the changes. /

Manager Employee

D& &

Refresh Update
General Addresses Copfact Emergency

Address: | 101 sturt st

Suburb: [54| ARAT
State: ;-
Post Code: 33g;

Address: | 101 54t 5t
Suburb: 5a| apAT (VIC - 3350) )

State: VIC
Post Code: 3350
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You are able to change your contact details by clicking on the ‘Contact’ tab.
After amending the data in the fields provided, click on fhe ‘Update’ button.

Manager Employee % Personal Detail

D& 3
< o

Refresh pdate

General Addresses Contact Emergency skills

Business: 53355034
Personak 53355047

Fax
Business:

Personal:

Business: 409115970
Personal 49115970

Business: | | smith@federation.edu.au
Personal:

It is important to have the business email field populated with your federation staff
email address to ensure email notifications can be sent to you when requesting leave
via ESS.

Please also ensure all above phone/mobile details are correct as the University may
need to contact you in the event of an emergency, for example, a code red
‘catastrophic’ fire day announcement.
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The ‘Emergency’ tab allows you to enter emergency contacts or ‘next of kin’ details in
the ESS system. It is very important that these fields are kept up-to-date in the event
of an injury or other emergency while at work.

ESS allows up to two Emergency contacts to be entered.

Manager Employee Personal Details

D& =
< |

Refresh Update

1

General Addresses Contact Emergency skills

Emergency Contact

Name: iy, gmith
Relationship: ||:E,1j-IEr v|
Address:

Post Code:
Country:

Personal:

Business:

Personal 440450334

Emergency Contact #2

Name: 5| 5t

Relationship: | Mather " |
Address:

Post Code:
Country:

i
:

Personal:

Business:

Mobile #2

Personal 443571455
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Viewing payslips

ESS allows the user to easily access their payslips. Not only can you access your current
payslip, you can also access older payslips from previous pay days.

1. To access your payslip, click on the ‘Employee’ tab as seen below:

“
Manager | Employee® #23) Welcome John

D& =
® P I

Personal Details Leave Details View Paysiip

2. Either select ‘View Payslip’ OR select the ‘Pay’ button, then the ‘Payslip’ button
which appears underneath.

AN

Manager Employee Welcome John

0 & =
® P

Personal Details Leave Details Yiew Payslip
a Employment

@ Pay 4——7

P Paysip <«

é, Payment Summary

CRICOS 00103D | RTO 4909 Page 6 of 44



3. By default your latest (current) payslip will appear on screen. (see below)

- Urgmpos ’ Paysigp
DaR ¥a
B svart vy
- O TRl | (o]
= 2010
- = Jarmary
= 2009
+ Decerriser
X X + Marverher

Pay Advice Smith, John + Octeher

1 w3lmeiber
["uh-mluwnuwwl-nm Paet 20 Awa 2010 |
Fapme Hosis 1

Adobe Acrobet

Fioma a7 N i B o et
OS&cTioen wod Tas V10| /;.,'_., ddhee M oet.
COTOU Gareraned Tas EL D]
[ata¥ Can 2 oo
Beaeats LAl
e B 1IN &1 o0
\Lnwper 55 1% 10En
T Class Lavel Wirk Grow |
i 0 Bervems o e
LA ke Cai 1Y 8L8 BC88 l
Suges Findd
[nSaw
Summary This Pay i | |
Ctows Pay 250038 | st K Now Deaandd Hark TSN
{Fve Tax Duntes
|Gezus Tanatde SRS
Poet Tax Deom 0.00

4. You will notice there are several options available to you on the toolbar which can be
located above the payment summary OR if you hover the mouse over the actual

payment summary.

NB: the toolbar’s position/look will depend on the version of Acrobat Reader you have

installed on your computer

Adobe Acrobat
If you have either of these versions of Adobe Acrobat installed you will need to move
the mouse cursor over the bottom of the payslip for the toolbar to appear (it may not
automatically appear until you do this)

From left to right of the toolbar, you have the ability to save a copy of the payment
summary in pdf format, print the payment summary, cycle through the other pages (if
any), and zoom in and out of the document using the — and + buttons.
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4. The following appears to the right of the payslip window.
This is where you can view past payslips by clicking on the year, month and pay date.

Payslips
— = 2010
—» = January

—» = 231anil
= 141an10

= 2009
December
Nowvember
October
September

Can't see Pay slip

Adobe Acrobat
The Adobe Acrobat plugin is required to view the pay slips. If you do not
Adabe

have it, dick here to getit.
If you do not see a payslip appearing at all on screen it may be because you don’t have

The Adobe Acrobat browser plugin installed.

If necessary, click on the link provided to install it.
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Viewing employment history
1. ESS s also very useful for displaying employment history for staff within the University.

To access your employment history at Federation, select the Employee tab, then the
Employment button, then select ‘Employee History’

Manager | Employee | fep) Welcome John

0D =
> 9

Personal Details Leave Details View Payslip

A

a Employment

gp Employee History <

2. The following screen will appear which displays all positions held within Federation,
including salary classifications, pay increases, pay rates, increment changes, reasons
for changes and start and end dates.

This information is split into two sections ‘Salary History’ and ‘Position History’. This
data cannot be changed by the user.

Tram wle Foution Reswon Package Safery  Rate e 1Y
Cangl 1 oo
T — -
-
1 03 1 2008 e 1 0 - |
- ‘ Cmealetiiein - 5 -
o~
13w 109 2 M4 =
re
129 - - .
1342000 XS 2000 - RS v
] 0w re
$145 2000 184 2008 v 0TI TR0 -
“ ¥ & —‘.
o

Prom U Te Posttum Remvon Cost Contrw Clave Temp
L ok Jereces - Mt acate

o - X090 1.:‘2.2;(;_:1_"1 — et Yot Sery A Cas o

..... or b . 3o - A Cow s
.-

) €

a8 v 2010 wate -

-

$ M ) Sea 208 sd &
AN 0 < g v &
A\ M| < ey .5.
LTMar 3000 )ty 2000 Ceveaset e
2000 000 M M 2009 wd O S
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Changing payment instructions (changing bank payment details)
1. ESS users also have the ability to change their banking details.

To do this select the Employee tab.

¥ &
Manager Employee Welcome John

D& @
@ P P

Personal Details Leave Details View Payslip
a Employment
9 Leave

22 pay

2. Now hover the mouse cursor over the New Request button, then click on the ‘Payment’
button.

_ 7

Manager EmWE' me John
T &
% 0 I Leave / ~

Personal Details

T ——— ew Payslip

3. The following screen will appear, listing your current payment instructions.

e Employee J Payment

|
D&& 20

4. Select the ‘Change Instructions’ button to amend or add new payment instructions.

(ESS allows you to add more than 1 payment instruction. For example, your pay can
be distributed to more than 1 bank account)

Manager Employee a Payment

Amount Payment Account #

Balance Direct Debit 52
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5. You will be presented with the following screen.

Please note that by default the ‘Not Submitted’ and the ‘Current Instructions’ are the
same payment instruction. The ‘Not Submitted’ instruction appears so you are able to
change your payment details without having to delete all details then start all over
again.

Manags Emplvyee J Payment

O&2 20
2 # &

b Request Dewte Not Subretted hee trucnon

6. To change/amend your current payment instruction please click on the ‘Change’ %3 on
located on the ‘Not Submitted’ record.

7. The following screen will appear. Please ensure all details are correct and that every
field has been entered. Once completed, click on the ‘Update’ button.

] F
\‘ \8 Update Payment
Update
Payment Instructions
Amount: oo
Method: | pirect Debit v

Account Name: 500 4 ghith

Account Number: |525555555| |
Bank (BSB) Number: 543 |- 52p

Bank: Australia & New Zealand Bank
Branch Name: Ballarat East

8. Now a message ‘Successfully updated instruction details’ will appear on screen and
you will also notice that for the ‘Not Submitted’ record, your new payment instruction
will be visible.

Please note that your new payment instruction still has not changed on the system.
There are two more steps you will need to complete before the changes you made will
come into effect.

_’J t.lll T ﬂ
Sutrnt fesadl Deteis f0! Stesting fam Dutusde
o Scoestfly upcated NSTLC” Seraly
I ——————
Amount Paysent Account # Act' Namee Bank Sranch e
Delance Drect Dstot 129553553 i A Seet Auxtrata Aldey Doflernt Dt 1330 3
Amagnt Payment Account 3 Acc’ Name Rank franch wsa
Sl ot Dt ot Suntiahe A Dwes Lo Sack Salecn Lo
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9. You must now click on the ‘Submit Request’ button.

& 6

Submit Feguest Delete Mot Submitted Mew Instruction

0 Successfully updated instruction details

Amount Payment Account #
Balance Direct Debit 525555555
Amount Payment Account &
Balance Direct Debit 525340294

10. Use the ‘Send To’ button on the screen below, for your new bank details to be sent to
Payroll for approval.

Once the Payroll team approve/confirm your new payment instructions, these new
details come into effect. You will receive a confirmation email when this occurs.

WorkFlow :: Addressee
The request will be sent to the whole group or selected people from within the group.
You will receive a message from the person you picked when he or she has dealt with your request,
Send To to indicate what action they took.
Send To

Next Task: For Payroll Processing
Send To: Everyone in Payroll

Comments:

11. You will notice that the ‘Not Submitted’ record will now read as a ‘Pending Request’
until the new payment instructions are approved by payroll.

Suarce Cwest Sest 425585554 w1 & e

12. Prior to approval by payroll, if you no longer want the pending request to be
approved/processed, select the ‘Delete Request’ button

T~ 3

Delete Request Change Request

o Your Payment Instructions Change has been suc

Amount Payment Ac
Balance Direct Debit 52!
Pending Request
Amount Payment

Balance Direct Debit
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13. Select the ‘Confirm’ button to confirm that you want to delete the request.
You can also type in a comment on the ‘Comments’ field explaining why you no longer
want the changes to go ahead (this is optional).

: %
@ Confirm Delete Payment Instruction Request &
Confirm
Payment Instructions

Amount Payment Account # Acc' Name Bank Branch BSB
Balance Direct Debit 525555555 John A Smith Australia & New Zealand Bank Ballarat East 013-520

T

Comments: 15 |onger required| |

14. Another feature you may find useful is the ability to add more payment instructions and
specify how much of your wage goes into a specific bank account.

To do this, select the ‘New Instruction’ button

Manager Employee

D&= @0
3

Submit Request Delete Not Submitted New Instruction

Payment

15. The following details are required including the amount you would like to be distributed
from your pay into the specified account.

After you have entered your details, click on the ‘Save’ button.

\ @ Add Payment
N
2

Payment Instructions

Amount: g5 op

Method: | pirect Debit v
Account Name:  j540 amith

Account Humber: |gosacesas

Bank (BSB) Number: ;3 _
Bank: Australia & Mew Zealand Bank
Branch Name: Eallarat East
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16. Then select the ‘Submit Request’ button.

E%‘/ i T4

Submit Request Delete Not Submitted New Instruction

17. Select the ‘Send To’ button for your new bank instructions to be sent to Payroll for
approval.

Once the Payroll team approve/confirm the new payment instructions, the new details
will come into effect and a confirmation email will be sent to you.

9 WorkFlow :: Addressee
The request will be sent to the whole group or selected people from within the group.
You will receive a message from the person you picked when he or she has dealt with your request,

Zenid To to indicate what action they took.

Next Task: For Payroll Processing
Send To: Everyone in Payroll

Comments:
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Leave bookings

One of the major components built into ESS is the ability to book leave and access leave
balances.

Staff are able to make leave bookings for annual leave, carer’s leave, compassionate leave,
cultural leave, partner leave, personal leave (e.g. sick leave), special leave (TAFE teachers)
and federation business/travel.

- All other types of leave (leave without pay, maternity leave, WorkCover and long service
leave) are all unavailable in self-service. Please continue using the existing paper-based
forms for these types of leave.

In the example below an annual leave booking will be demonstrated.
Please note that all types of leave are booked in the same way apart from selecting the
different ‘type’ of leave from the drop-down menu.

Booking annual leave — example

1. To make an annual leave booking select the ‘Employee’ tab.

Manager = Employee mcome John
DaR

& P P

Personal Details Leave Details view Payslip

& Employment

9 Leave
ﬁ Pay

2. Now select either the larger ‘Leave Details’ button or click on the ‘Leave’ button followed
by the smaller ‘Leave Details’ button

Manager Employee

nFYE!
® I

Personal Details Leave Details view Payslip

& Employment

D Leave e
I'd

& Leave Details

§p Leave Balance

CRICOS 00103D | RTO 4909 Page 15 of 44



3. The following screen will appear displaying the current leave balances/entitliements, any
current leave bookings you have, and any bookings still awaiting approval.

Manager Employee 9 Leave Details

D& Y
=

Mew Request

Leave Balances - As At Period End Date - 30 Jan 2010

Leave Type Position Hours Days
Annual Leave (73.50) 118.31

Sick Leave (73.5) <2 yr.Rule 293.86

Paid LSL 73.5 FH 0.00

Current Bookings

0items found, nothing to display.

niteme frimnd nnthinn tn dienl=

4. You will also notice a window displaying all of your leave history which you are able to
filter by using the check-boxes. For example, you may only want to display all Sick
Leave you have taken.

Leave History F.om 26 May 2007

Options: [v| Annual Leave | Sick Leave | Long Service Leave | Other Leave

Leave Type Position Leave Reason Start End Amount Units
Annual Leave (73.50) Mone 05 Mov 2009 05 Mov 2003 7.35 hours
Annual Leave (73.50) Mone 04 Sep 2009 04 5ep 2009 7.35 hours
Sick Leave (73.5) <2 yr.Rule Mone 12 Aug 2009 13 Aug 2003 14,70 hours
Sick Leave (73.5) <2 yr.Rule Mone 10 Jun 2009 11 Jun 2009 14.70 hours
Annual Leave (73.50) Mone 09 Jun 2009 09 Jun 2009 7.35 hours
UB Business,Travel 73.5 Mone 01 Jun 2009 04 Jun 2009 29,40 hours
Annual Leave (73.50) Mone 24 Apr 2009 24 Apr 2009 7.35 hours
Annual Leave (73.50) Mone 23 Apr 2009 23 Apr 2009 2,00 hours
Annual Leave (73.50) Mone 07 Apr 2003 15 Apr 2009 25,40 hours
Annual Leave (73.50) Mone 27 Mar 2009 27 Mar 2009 7.35 hours
Annual Leave (73.50) Mone 16 Mar 2009 16 Mar 2009 7.35 hours
Annual Leave (73.50) Mone 27 Feb 2003 27 Feb 2005 1.50 hours

5. In the above example (#3), the general/professional employee has sufficient annual
leave (118.31 hrs) to make a booking.

They would be able to book up to a maximum of 16 days (118.31 hrs =+ 7.35 hrs = 16 days)
annual leave (provided their supervisor approves it).

To book leave, select the ‘New Request’ button.

Manager Employee o Leave Details

D& P
-3

New Request
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6. The following screen will be displayed.

o Create New Leave Request
I ] Required fields are marked in red.
Save

Position: I Team Leader b4
Leave Type: I Annual Leave {73.50) Y. !
Start Date: 24Feb 2010 i)
End Date: 24Feb 2010 (@

Calculated Amnt: 5 35 Hours

Explanation:

7. The staff member must first select their appropriate position. l.e. they may have more
than one position within the University; a full-time continuing position, and also a casual
position. As casuals are not entitled to annual leave, the full-time continuing position
needs to be selected.

Click on the ‘Position’ drop-down menu and select the appropriate position.

b3
9 Create New Leave Request
H Required fields are marked in red.
Save

Position: | Cagyal Info Services - Mt Helen 5L5 - IS - Casui|»
Leave Type: |Casual Info Services - Mt Helen 5LS - IS - Casual &

A

Start Date: 23 Feh 2010 1

End Date: 23 Feb 2010 ki
Calculated Amnt: 7.35

Hours

8. Select the ‘Leave Type’ drop-down menu arrow, then choose the desired leave type for
this booking (e.g. in this case, annual leave).

CREATE NEW LEAVE REQUEST

& & Koguied Dpids ai@ imanad |in red

Saww Artachmants

" Stant Date: 20 Jun 2022 (]
* Bl Dates 20 Jun 2022 m
Leave TYPe  snnyul Leave (73,50)

Caloutisted Amaot (Mres): REITIETE NGRS )
Carnr'y Leave

Actual Amount (Hrs): ! Compassionate Laave

(Pleaso enter Hours | CUIUTE Lesve
above): | Isotabon Lagve - Medual
Explanation: Miscollannous Lwave

Fartnar Leave

Personal Laave 715 3 ywiue
Specal Leave (TAFE Teachars)
Fed Unl Susioess/ Travel
Exchange Leave Luading

A reminder that all other types of leave (leave without pay, maternity leave, WorkCover
and long service leave) are all unavailable in self-service. Please continue using the
existing paper-based forms for these types of leave.
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9. Now select the date(s) you would like to make your booking.

To do this select the calendar icon to the right of the Start Date and End Date fields,
then choose the required day from the calendar.

(This must be done for both the start date and end date fields)

]
* Start Date: 25 May 2022 “—
* End Date: 26 May 2022 J—

In this example, to make a booking for 25 and 26 May, simply select ‘25’ as the
Start Date, and ‘26’ for the End Date.

Leave Request
* Start Date: 25 May 2022 fis]
| * End Date: 26 May 2022 |2 May2022  x_ |
€y tw Toda P W
Leave Type: apnual Leave (73.50) : ;
wk Mon Tue Wed Thu Fri Sat Sun |
Calculated Amnt (Hrs): 147 Hours 7 3 2% 27 28 29 1
Actual Amount (Hrs): 18 2 3 4 5 6 7 8
(Please enter Hours A 19 9 10 11 12 13 14 15
above): 20 16 17 18 19 20 21 22 |
Explanation: 21 23 24 E 26, 27 28 29 |
22 30 31 1 2 I} 3 |

Thu, May 26 |

You will notice that the ‘Calculated Amnt (Hrs)’ field is automatically populated.

In this case, a full-time, general/professional staff member has booked two days (or
14.7 hrs) i.e. 7.35 hrs/day x 2 days = 14.7 hrs

10. The ‘Actual Amount’ field is populated by the user, and is used to confirm that the
‘Calculated Amount’ is correct. Please enter the same value as the ‘Calculated Amount’

(this number should only be less for one-day bookings, and only where a full day is not
being used).

Actual Amount: | 14, —|

11. The ‘Explanation’ field is an optional field for staff that wish to give more detail to why
they are booking the leave.

Explanation: |coing sway on holiday| |

12. After you have completed filling out the leave request form select the ‘Save’ button

9 Create New Leav

l l Equired fields are marked in red,

Save
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13. The next step in the leave booking process is for you to send the leave request to your
supervisor/manager for approval. Please select the supervisor/manager you directly
report to from the drop-down menu.

If your supervisor is on leave, you can send it to another supervisor/manager within your
area who has the authority to approve your leave request. You may also want to add a
comment in the ‘Comments’ field if you need your supervisor to know something further
about the request.

Finalise by selecting the ‘Send To’ button. An email will be sent to your
supervisor/manager alerting them that you have submitted a leave request for action.

=
\ 9 WorkFlow :: Addressee

A Pick the right person to send the reguest to.

You will receive a message from the person you picked when he or she has dealt with your request,
Send To to indicate what action they took.

end To

MNext Task: For Supervisor / Mar Approval

Send To: | G—G— v | «————
Comments: P —

14. Should another screen appear after you have clicked on the ‘Send To’ button, it will be
asking if you would like to book any further leave for any other positions you may hold
(which position you are using the leave for).

In the below example, the employee holds a casual position also, therefore the ‘Not
Required’ button should be selected.

In most cases, the ‘Not Required’ button can be selected.

/
3 Create New/Leave Request m
I l ® Required fields are marked in red.

Save Not Reguired

o Your Leave Request has been successfully submitted,

ST

Leave Type: | compassionate Leave 73.5 (%

Start Date: 25Feb 2010
End Date: 26 Feb 2010
Calculated Amnt: (4 Hours
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15. You will see any leave requested appearing under the ‘Pending Requests’ heading.

If you have made an error, you can either delete your request (by selecting the red and
white ‘cross’ button), or you can amend it (by selecting the pencil ‘Change’ button).

\

Manager Employee 9 Leave Details

uFYERF X
£l

Mew Request

Leave Balances - As At Period End Date - 30 Jan 2010

Leave Type Position Hoyrs Days
Annual Leave {73.50) Service Desk Team Leader 11§.31

Sick Leave (73.5) <2 yr.Rule Service Desk Team Leader 293\36

Paid LSL 73.5 PH 0,00
Current Bookings

0 items found, nothing to display.
Pending Requests

Leave Type Position Start End Actions
Annual Leave {73.50) Service Desk Team Leader 25 Feb 2010 26 Feb 2010 @ 0

16. You will then need to select the ‘Confirm’ button to delete a leave request.

=
9 Delete ve Request
C

Delete Request

Leave Type: Annual Leave (73.50)
Start Date: 25 Feb 2010
End Date: 26 Feb 2010
Explanation:
Reason for Leave:

17. When you amend/change a current leave request the following screen appears. After
making changes, you must select the ‘Update’ button.

-
9 Change Le equest

=

Update

Leave Type: annual Leave (73.50)

ired fields are marked in red,

Start Date: 25 Feb 2010
End Date: 01 Mar 2010 M
Calculated Amnt: 55 g Hours
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18. Please note, if you make a change to your leave request, you will need to send it again
to your supervisor/manager for approval.

e.g. choose your supervisor from the drop-down list, then select the ‘Send To’ button.

9 WorkFlow :: Addressee

PFick the right person to send the request to.
‘fou will receive a message from the person you picked when he or she has dealt with your reguest,

send To toindicate what action they took,

end To

Mext Task: For Supervisor [ Magr Approval

Send To: | G—— |

Comments:

«——

19. Now if you go back to the Home Page in ESS (click on the 'Employee’ tab), you will
notice a new window appearing to the right of screen that confirms pending leave
requests (and specifying the type of leave, the dates requested and the progress of your
request.)

This identifies the status/progress of the request, i.e. whether it is with your
supervisor/manager or payroll for approval.

Operator Message
System Message

411>

Pending Requests

0 Leave Regquest
Annual Leave (#3.50): 25 Feb 2010 - 01 Mar 2010
Currently With: Fs.ch, < fepa ™

Select the blue ‘Leave Request’ hyperlink, to return to the main ‘Leave Details’ screen.

20. Following supervisor/manager approval, you will receive an email to your University
staff email address.

The email will look like the example below:

Tou
Subject: Leave Requast

Your keave request, For Annwal Leave (73.50), froe 10 Nov 2009 to 10 Nov 2009, has been accepted and passed on,

This means that your supervisor/manager has approved the leave booking to go ahead,
and your request has been forwarded to Payroll for final confirmation. If required, you
can select the link included in the email to be directed to the ESS login screen.
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21. Finally, following checking/confirmation by Payroll, your booking will be officially added
to the system, and you will receive another email to your University staff email address
confirming your leave has been approved.

To:
Subject: Leave Request

Your leave raquast For Arnual Leave (73.50) from 1080v09 to 10Nov0D has been accepted,

22. Future bookings will appear under the ‘Current Bookings’ heading.

There is no further action required and your leave request is complete.

Current Bookings

Leave Type Position Start End Actions

Annual Leave {73.50) 25 Feb 2010 01 Mar 2010 @ 0
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Uploading attachments to a leave request - personal leave
example

Self-service users now have the ability to attach documents to a new leave request.

This is particularly useful for personal leave bookings. You can now attach a scanned,
electronic copy of a medical certificate to your leave booking, and you, your supervisor/
manager and Payroll, will be able to view the document.

As employees are still required to specify if they have a medical certificate, and Payroll are
required to sight it before actioning a request: by attaching a certificate to the request, this
eliminates the need for Payroll to match emailed or hard copy certificates to requests before
processing.

1. To make a personal leave booking click on the ‘Employee’ tab.

Manager Employee‘/MC()me John
Am
O & =

e P P

Personal Details Leave Details view Payslip

& Employment

D Leave
@ Pay

2. Then select either the larger ‘Leave Details’ button or the ‘Leave’ button followed by the
smaller ‘Leave Details’ button

Manager Employee @We ome John

D& &
& I

Personal Details Leave Details View Payslip

& Employment

9 Leave ¥

9 Leave Details

?j’ Leave Balance
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3. The following screen will appear displaying the current leave balances/entitlements, any
current leave bookings you have, and any bookings still awaiting approval.

Manager Employee 9 Leave Details

DL 2
E

Mew Request

Leave Balances - As At Period End Date - 30 Jan 2010

Leave Type Position Hours Days
Annual Leave (73.50) 118.31

Sick Leave (73.5) <2 yr.Rule 293.86

Paid LSL 73.5PH 0.00

Current Bookings

0 items found, nothing to display.

Pending Requests

Mitame frnnd  Anthinn ta dienlaw

4. Click on the ‘New Request’ button.

/

Efiployee 9 Leave Details

b B

Manager

D&

New Request

5. Then select Personal Leave from the ‘Leave Type’ dropdown menu.

CREATE NEW LEAVE REQUEST E3

& & Rosured Talds ww marked 1 ored
Sarve

Attactments

* Stert Dote- 20 Jum 2022
* End Date 20 Jun 2002

< EIE

Lestve TYpe  arausl Loave (73.50)
Caloslated Amnt (Mes): | 2otasd Lo (77,50)
a | Canet's Loave
Actual (s | passenats Laive

(Please enter Hoary | S0l L ‘
ahove): | Iwlation Lasve - Maccal i

Explanation: | Mcolinrcus Leave
A Farmner Laa

Spatiel Leawy [TAFE Taachers) 5

Fad Unl Busness/Travel
Exrhange Liave Loadig
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6. Once Personal Leave is selected, a warning message will appear explaining that you
may require a certificate type before submitting the request. Click the OK button.

ess.federation.edu.au says

This leave type may require you to select a certificate type

o |

Then choose the certificate being added (or select none, if applicable)

Certificate: mMedical Certificate v
nount (Hrs): | Carers Ceriificate

Medical Certificate

enter Hours
above):

Explanation:

MNone
Paramedical Certificate

It is very important that the Certificate type is selected as this identifies whether the
approvers need to look for an attachment for this specific request.
In this example the user has selected ‘Medical Certificate’ as the Certificate type.

7. Now select the date(s) you would like to make your booking.

To do this select the calendar icon to the right of the Start Date and End Date fields,
then choose the required day from the calendar.

(This must be done for both the start date and end date fields)

* Start Date: 25 May 2022 @ <
* End Date: 25 May 2022 <

In this example, to make a one-day booking for 25 May, simply select ‘25’ as the Start
Date, and ‘25’ for the End Date.

CREATE NEW LEAVE REQUEST X

H & Reguired fields ure marked v red
Saye

AlRCAMENLs

* Start Date: 25 May 2022 E

“ End Date: 25 May 2022 )
Loave TYPe:  parsonat Leave 73,5 2 yrRuse m
Calculated Amnt (Hrs): 73y Hours - e Today . .

Certificate:  medics’Neetificar
Actual Amount (Hrs):

wk Mon Tue Wed Thu Fri = sun

(Plaase enter Hours 5
abave):  FOUrE

2
°
20 16 17 18 19 20
Explanation: P

24@ 2% 27
2 » 31 W

Wed, May 2%

You will notice that the ‘Calculated Amnt (Hrs)’ field is automatically populated.

In this case, a full-time, general/professional staff member has booked one days (or
7.35 hrs)
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8. The ‘Actual Amount’ field is populated by the user, and is used to confirm that the
‘Calculated Amount’ is correct. Please enter the same value as the ‘Calculated Amount’

(this number should only be less for one-day bookings, and only where a full day is not

being used).
Calculated Amnt (Hrs): ;35 Hours
Actual Amount (Hrs): 7.35

9. The ‘Explanation’ field is an optional field for staff that wish to give more detail to why
they are booking the leave.

Explanation: || |

10. Now the user has entered all of the details for the personal leave request, all they must

do is attach a copy of the certificate. To add an attachment click on the blue paperclip
button with the heading ‘Attachments’.

& Self Service :: New Request - Windwlénet Explorer. =] s S

9 Create Ne\‘g/I{ave Request @
I l % Required fields are marked in red.

Save Attachments

11. The following screen will now appear. To attach the medical certificate click on the
‘Browse’ button to navigate through your drives, files and folders.

B T Servas L AM Fhes | Windous binenet xchver S i i ishil]
% Add Files for Jim Parker L
s
Fie Size pagcq  Title Descrption
| Brows

More

12. Select the appropriate file for upload by double-clicking on it or by selecting the file and
clicking the ‘Open’ button.

B Cooas e to Uptoat _— b -— - -
G"‘ .“-:wu 5
g i
[T
e e s Wtical Camitics - 18 fune
W Decktag Mided
s cad [
Fecent Place:
s
W Duinop
JLh A
. o il
craTee
o Mo
& At e
B e :

1)

i)
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13. After selecting the file for upload you must also type in a ‘Title’ and ‘Description’ for the
attachment. This should be something meaningful so that you will be able to find and
review the file at a later time.

it Senacey Mdj -VﬁndowslmemetEiglom_r_ ' l _L‘ "El@u
L — —
% Add Files for Jim Parker ‘
l ] Maximum size for each file: 2mb, Maximum total size: 10mb, Valid formats indude: ,
Confirm
New Attachments
Date Gt
File Size pided Title Description
e < 5 < F 5 Medical Certificate for the 4th June & | —
En\Desktop\Jim's Medical Certificate - 4th June 2013.pdf _ Browse... | Medical Certificate - Jim Parker |5013] < O
More | Less

14. Selecting the ‘Confirm’ button will attach the file to your booking.

% Add Files for Jim Parker

H Maximum size for each file: 2mb, Maximum total size: 10mt
Confirm

New Attachments

File

kn\Desktop \Jim's Medical Certificate - 4th June 2013.pdf  Browse... |

15. To check the file is correctly attached to the booking, select the Attachments button to
see the attachment, along with the title and description you entered. To add additional
files (if required) select the ‘Browse’ button again.

Z £ AT T e a— - - o[ W(Es
2 Self Service : Add Files - Windows Internet Explorer . -
%
% Add Files for Jim Parker &
I l Maximum size for each file: 2mb. Maximum total size: 10mb. Valid formats indude: . Current total: 28kb

Confirm

File Date

Size pdded Title Description
;'o"; ;:d?dml Certificate - 4th June 23kh Medical Cortificate - Jim Parker P;:;ii}cal Certificate for the 4th June : ‘lm
More | less
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16. After the booking details have been completed and the file is attached select the ‘Save’
button.

(2} Self Service :: New Request -Wind;m;; ;l;é;'net Expm e M

eav est

Required fields are marked in red,

I Leave Type: Sickleave (73.5) <2yr.Rule v

| * Start Date: 04 Jun 2013 (3
| * End Date: 04 Jun 2013 i
| Calculated Amnt: 7 35 Hours |
Certificate: Medical Certificate -
Actual Amount: 7.35

Hours or Days: & Hors

Explanation:

17. The final step in the leave booking process is for you to send the leave request to your
supervisor/manager for approval. Please select the supervisor/manager you report
directly to from the drop-down menu.

If your supervisor is on leave you can send it to another supervisor/manager within your
area who has the authority to approve your leave request. You may also want to add a
small comment in the ‘Comments’ field if you need your supervisor to know something
further about the request.

Finalise by selecting the ‘Send To’ button. An email will be sent to your
supervisor/manager alerting them that you have submitted a leave request for action

-
9 WorkFlow :: Addressee

Pick the right person to send the request to.
‘fou will receive a message from the person you picked when he or she has dealt with your reguest,
Send To to indicate what action they took.

Mext Taske For Supervisor / Mar Approval

Send To: |G~ ———

Comments: PR
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Retrieving files previously attached to leave bookings

1. The ‘Files’ button appearing on the Home page of self-service allows users to retrieve
files that have attached to past leave bookings.

Sys Admin Manager Employee @ Home-ESS Welcome Jim

O & =
> ®

Personal Details Lgave Details View Payslip

2. You can open all historical attachments by simply selecting the blue file name(s)
hyperlink listed on the following screen

Spaddw  Mewge  twpleyve ‘ Files

D&E D

Poedical Cortmeaty pf 20 23 Mey 18 wed sl &

Viewing leave balances for future dates

1. If you wanting to know what your leave balance will be at a specific date, you can find
out by selecting the Employee Tab, then the ‘Leave’ button, then selecting the ‘Leave
Balance’ button. /

¥
Manager | Employee | 3 Welcome John

O & @
@ P P

Personal Details Leave Details View Payslip
—

-~

@ Leave Details /
Sp Leave Balance
#2 pay
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2. The following screen will display

Manager Employee gr Leave Balance

Db ¢
P

Leave Details

Leave Balances as at 30 Jan 2010

Leave Type Amount Units
Annual Leave (73.50) 118.31 hours
Sick Leave (73.5) <2 yr.Rule 293.86 hours
Paid LSL 73.5PH 00 days

3. For the system to calculate future leave entitlements you can select the calendar icon to
the right of the ‘Balance Date’ field and specify a date.

After selecting a date, click on the ‘Calculate’ button (you can also choose whether to
include LSL balances by using the ‘Include LSL’ check-box)

Enter Leave Balance Criteria
Balance Date 23 Jun 2010 )|
Include LSL [] ? June, 2010 ®
Calaidate L%x  4r Today By

wk Mon Tue Wed Thu Fri Sat Sun
11 2 3 4 5 6
7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 E W/
23 28 T 3 4

L & 7 B 9 10

P

l w s e

Wed, Jun 30

Enter Leave Balance Criteria

Balance Date 30 Jun 2010 (9
Include LSL [ ]

Calculate

4. The Leave balances will be shown as at the specified date you selected,
e.g. 30 June 2010

Leave Balances as at 30 Jun 2010

Leave Type Amount Units
Annual Leave (73.50) for Service Desk Team Leader 178,68 hours
Sick Leave (73.5) <2 yr.Rule for Service Desk Team Leader 293.86 hours
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B¥.® Federation
B g University

Operation manual

Manager self-service (MSS)

Prepared by

Andrew Christensen

Senior HR Systems Administrator

Status: Final | Version: 7.2 | Date: 20 June 2022

The ‘Manager self-service (MSS)’ component enables
supervisors/managers to approve/reject leave requests
for their staff, view individual future leave bookings,
access a ‘Leave Absence Chart’ displaying all leave days,
and run leave balance enquiries for all team members.
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Accessing MSS, searching for staff using filters and accessing
individual staff information

1. Supervisors/managers and will see an extra tab at the top of the screen called
‘Manager’. This is the MSS component of the self-service system.

Simply click on this tab to view available options.

\Manager Employes @l Welcome Johnny
E

&

Staff Management

‘ m Staff

2. Then select the larger ‘Staff Management’ button OR the ‘Staff’ button under the
‘Applications’ heading, then the Staff Button underneath.

Manager = Employes o) Welcome Johprfy

O =
\&

Staff Management

aa Staff

K[ Staff <

3. The following screen will appear. This is where the supervisor/manager can select the
desired team members for review.

Manages e a Sratt

in
< P M

Jerset Searcty Leave Bancas Abveres Cart

Name: 2]
Lists: ____________ a

Position: Co-ordinator, HRMIS S

Manager, Payroll & Systems 1

Payroll Officer - Full Time -

Payroll Officer - Part Time b

Section: Human Resources

Location: MTH
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You can select staff you would like to view information about by using the ‘Search Filter’.

After each search it is important to click on the ‘Reset Search’
button, otherwise there will be conflicting filters and you may find
that not all staff members are selected.

Searching staff by name

For example, John Smith who is the manager and logged into MSS wants to find out leave
balances for just one of his staff members, James Parker. John can begin typing in
‘Parker’ into the ‘Name:’ field and James’ record will appear automatically.

& Staff

o

Absance Chart

Engilyee

Manager

o 3
g P

b Reset Search Loy Baaroes

Position
Co-ordnator, HRMIS No

Email

Parker, dafes D achistansenPbafiarnst adu sy

Mame: |parler g | @
Lists: ____________ w
Position: Co-ordinator, HRMIS -

Manager, Pavroll & Svstems
Payroll Officer - Full Time
Payrall Officer - Park Time b

Section: Huran Resources

Location: pMTH

Searching staff by position

If you would like to select staff members by their position title you can simply click on the
desired position title from the ‘Position’ list. If you would like to select multiple staff by
position title hold down the ‘Shift’ key on the keyboard then click once on the desired
positions.

& Staff

Manwger

D@
R

£mphiyes

Hesat Yeorch Leave Balances Aozence Chart
Name Emall Position Temporary Section Location
Jobnsor, Sersh ¥ a.chnstensen@balr st acu. su Sersor Payrol Officer No uman Resources MIH w
Mughy, Cathy a. iR ersengbalar atedu. au Payeoll Offcer « Part Tine No S Resortes MTH d
Parkey, Janes 0 o chntenseniibaly st acu.su Co-ordnstor, HRMIS N Munan Recources MY d
Hunn Resoscod MTH i

Paterson, &vw )

Sith, Jofn
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o et arenGhidar ot adu. au

3. chiitensan@balarat acy,au

Payr ol Offcwr - Fll Tase

Manages, Paywol & Systens

Hold down the
shift key to select and
deselect staff positions

Section: Human Resources

Location: pMTH
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Searching staff by section

If the supervisor/manager has staff reporting to them from more than one section, they can
select the Section of their choosing (in this example there is only one section to choose
from)

Name: =}
Lisks:  ____________ w

Position: Co-ordinator, HRMIS ~

Manager, Pavraoll & Systems i

Pawroll Officer - Full Time -

Paryroll Officer - Part Time b

urman Resources

Location: mTH

Searching staff by location

Staff can also be filtered by campus location. In this example, there is only one campus to
choose from, Mt Helen

Name: =1}
Lisks:  ____________ -

Position: Co-ordinator, HRMIS A

Mananger, Payroll & Swsbems T

Payroll Cfficer - Full Time N

Payroll Officer - Part Time 5

Seckion: Human Resources

4. Once you have selected the desired staff, you can now lookup individual staff
information, e.g. employment details, employee history, view leave and booking
attachments (uploaded files). To do this hover the mouse cursor over the folder icon
with a blue exclamation mark which appears to the right of employee records selected
earlier.

“'"-'Ii Ii La
Temporary Section Location Name:
List
Mo Human Resources MTH 1sts
| g P ST

MNo Human Resources MTH :

Parker, Jim
Mo Human Resources MTH
Mo Human Resources MTH Staff Info

Employment

History »

When you hover over the folder
icon, a new menu appears where
you can then select what
information you would like to view

Leave Details

Files

CeCEHP® T

Lists »
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Staff information

The Staff Information Screen will display Personal Information for the employee, and
includes their address, telephone/mobile/work contact numbers, work email address and

emergency contact information.

3 Cathy Murphy
Emergency Contac
Mame: Cathy Murphy Mame: lohn
Gender: Female Relationship: Spouse
Address: Court Phone: 03534
Business: 03 533
VIC, 3351 Mobile: 04275
Phone: 53 (089
Mobile: 04 858 Emergency Contact#2
Email: com,au Name:
Relationship: Mone
wore Phone:
Phone: 5327 Business:
Mobile: Maobile:
Email: @ballarat.edu.au
Faxz 5327

Employment

The ‘Employment’ screen will display the current employment information such as
commencement dates, pay information, position number, location, cost centre code,
‘reports to’ relationship and other useful information.

=
g Employment for Cathy Murphy

Information as at 29 Feb 2008

Status: Currently Employed
Service Began: 04 Jun 2007
Commenced Agency: 13 Jun 2008
Date Permanent: 04 Jun 2007

PayrllOfcer - par Time [y

Effective: 06 Jan 2008 Salary: 5 Pay Basis: Hourly
Reports To: Allowances: 50.00 Pay by exception: y
Manager, Payroll & Systems HDA: s0.00
Organisation: C5 Total : =
Location: MTH
Cost Centre: 550
1138 130000

Class/Level: HEW
Mext Increment: 04 Jun 2008
Type: Permanent
Conditions: Part Time
Redeployee?:
Base Hours: 35.75
FTE: 50.00%

Position No: 00366
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History > Employee History

Supervisors/managers are able to view staff salary and position history on this screen.
You can identify salary increments, position start and end dates, hourly rates,
classifications and also classification levels.

Leave Details

Salary History

From Up To Position Reason Package Salary Rate Class LV
31 Jan 2010 Casual - HR - Mt Helen Relocate .00 .00 Casual

04 Jan 2009 30 Jan 2010 Casual - HR - Mt Helen Relocate .00 .00 Casual 1
13Jun 2008 03 Jan 2009 Casual -HR - MtHelen New Start .00 .00 Casual
033un 2008 03 Jun 2008 Payroll Officer -PartTime  Pay Detal 2163 PR

06 Jan 2008 02 Jun 2008 Payrol Officer -PartTme  Award Chag 2153 HEW

04 Jun 2007 05 Jan 2008 Payroll Officer - Part Time MNone 20,70 =

31 Jan 2010 Payrol Officer -PartTime  Relocate 24.95 REw
037302010 30Jan 2010 Payrol Officer -PartTme  Award Chg 24.96 PR

03 5ep 2009 02 Jan 2010 Payroll Officer - Part Time ContExpDat 24,00 HEW
053412009 07Sep 2003 Payrol Officer -PartTime  Award Cha 23.53 HEW
0473n 2008 047012008 Payrol Officer -PartTme  Award Chg 23.07 HEW

28 5ep 2008 03 Jan 2009  Payroll Officer - Part Time Award Chg 22.40 HEW

03 Sep 2008 27Sep 2008 Payrol Officer -PartTime  New Employ 22.06 HEW

Position History

From Up To Position Reason Cost Centre Class Temp
31 Jan 2010 Casual - HR - Mt Helen Relocate Casual n
04 Jan 2009 30 Jan 2010 Casual - HR - Mt Helen Relocate Casual n
13Jun 2008 03 Jan 2009 Casual - HR - Mt Helen MNew Start Casual n
03Jun 2008 03 Jun 2008 Payroll Officer -PartTime  Pay Detal PR

>

[

<

This screen displays all leave balances for the employee in question, any current leave
bookings and pending requests (requests that need to be rejected/approved). This screen
also displays a historical list of all types of leave taken.

Leave Balances - As At Period End Date - 27 Feb 2010

Leave Type Position Hours Days
Annual Leave (73.50) Payroll Officer - Part Time 33.44 2.61
Sick Leave (73.5) <2 yr.Rule Payroll Officer - Part Time 59.41 4,72
Paid LSL 73.5PH 0.00

Current Bookings

*

Pending Requests

0 items found, nothing to display.

0 items found, nothing to display.

Leave History from 20 Jun 2007
Options: [#] Annual Leave | [] Sick Leave | Long Service Leave | [w] Other Leave

Sick Leave (73.5) <2 yr.Rule

CRICOS 00103D | RTO 4909

Payroll Officer - Part Time

MNone

04 Nov 2008

Leave Type Position Leave Reason Start End Amount Units
Personal Leave 73.5 Payroll Officer - Part Time Mane 05 Feb 2010 05 Feb 2010 7.35 hours
Annual Leave (73.50) Payroll Officer - Part Time MNone 24 Dec 2009 24 Dec 2009 3.68 hours
Sick Leave (73.5) <2 yr.Rule Payroll Officer - Part Time Maone 03 Oct 2009 08 Oct 2009 3.68 hours
Sick Leave (73.5) <2 yr.Rule Payroll Officer - Part Time Mone 06 Oct 2009 08 Oct 2002 3.35 hours
Annual Leave (73.50) Payroll Officer - Part Time MNone 15 Sep 2009 29 Sep 2009 44,1 hours
Sick Leave (73.5) <2 yr.Rule Payroll Officer - Part Time Mone 14 Jul 2005 14 Jul 2005 5.1 hours
Sick Leave (73.5) <2 yr.Rule Payroll Officer - Part Time Mane 10 Jul 2009 10 Jul 2009 7.35 hours
Sick Leave (73.5) <2 yr.Rule Payroll Officer - Part Time Mone 12 May 2009 12 May 2009 7.35 hours
Annual Leave (73.50) Fayroll Officer - Part Time Mone 07 Apr 2005 17 Apr 2002 22.05 hours
Personal Leave 73.5 Payroll Officer - Part Time Maone 20 Mar 2009 20 Mar 2009 2.5 hours
Compassionate Leave 73.5 Payroll Officer - Part Time Mane 18 Dec 2008 19 Dec 2008 11.03 hours
Sick Leave (73.5) <2 yr.Rule Payroll Officer - Part Time MNone 18 Nov 2008 18 Nov 2008 7.35 hours

04 Mow 2008 1.5

hours
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Leave booking attachments (uploaded files)

If a leave request has been sent to you that contained an attachment i.e.. Medical
Certificate, you are able to view the file again by clicking on the blue paper clip (Files)
button.

& Self Service : View Files -Windows Internet Explorer | TR el B
% View Files for Jim Parker

| | Workflow - Leave

File Size Date Added  Title Description
;:;1;.35 ;ddefdlczl Certificate - 4th June 28kb 04 Jun 2013 Jim Parker - 4th June 2013 Sid rvzllgfi;al Certificate for the 4th June :
f .

To open, click on the file name highlighted in blue.
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Absence chart

1. After selecting staff using the Search Filter (as discussed earlier) you can view
pending/current leave bookings.

This information is displayed on a Gannt Chart which is very useful for finding out the
availability of staff in busy work periods and the chart has a colour-coded Key which
makes it easier to identify different types of leave.

Select the ‘Absence Chart’ button to display.

Manager Employee & Staff

D@
2 A

Reset Search Leave Balances Absence Chart
Name Emiail Position Temporary Section
Johnson, Sarah V a.christensen @ballarat. edu.au Senior Payroll Officer Mo Human Resources
Murphy, Cathy a.christensen @ballarat. edu.au Payroll Officer - Part Time Ma Human Resources
Parker, James D a.christensen @ballarat. edu.au Co-ordinator, HRMIS Mo Human Resources
Peterson, Anne ] a.christensen @ballarat. edu.au Payroll Officer - Full Time Mo Human Resources
smith, John a.christensen @ballarat. edu.au Manager, Payroll & Systems Mo Human Resources

2. The following screen will display. As you can see for the month of February there are
several leave bookings. In this example, James booked an Annual Leave day, both
Sarah and Cathy booked ‘Other’ types of leave and both James and Anne had some
sick days.

gl Absence Chart :: 01 Feb 2010 to 30 Sep 2010 Wi

Options: [ Condense Annual Leave Sick Leave Long Service Leave Leave Without Pay | [#] Training Other Leave

February March
IREREE AN EE RN R EEE N EREEE EE R REE A RN E B R EEE N EREE E

Johnson, Sarah V

annual Leave {73.50)

[Compassionate Leave 73.5
Personal Leave 73,5
Murphy, Cathy

Personal Leave 73.5 | |

Parker, James D

annual Leave (73.50)
Sick Leave (73.5) <2 yr.Rule

-
-

Peterson, Anne 1

Annual Leave {73.50)
Sick Leave (73.5) <2 yr.Rule

Annual Leave

Leave Without Pay

Long Service Leave

Sick Leave

Training

Other Leave v
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3.

If you require further information regarding staff booked leave, you can hover the
mouse cursor over the coloured boxes.

In the example below, by hovering over the green box, a pop-up window appears
identifying the type of leave and start and end dates. In this example, one day of
annual leave (booked from 11 Feb to 11 Feb)

You can filter the report to only display a particular type of leave by clicking on the
checkboxes above the chart.

Options: [_] Condense

Annual Leave

Sick Leave

Long Service Leave

Leave Without Pay

uﬂ Absence Chart :: 01 Feb 2010 to 30 Sep 2010

Training Other Leave

February
rle]=l=lspd el ]z ]slshe ] t]e]s[s] [l a]s]e

March
EREEE RN E RN REE AR REEE

Johnson, Sarah V

Annual Leave (73.50)

Compassionate Leave 73.5

Personal Leave 73.5

Murphy, Cathy

——— [Personal Leave 73,5

Parker: =3

—

[Annual Leave (73, 50—

Sick Leave (73.5) <2 yr.Rule

~
~]

Peterson, Anne J

Annual Leave (73.50)

Sick Leave (73.5) <2 yr.Rule

Annual Leave (73.50)

Booked

11 Feb 2010 - 11 Feb 2010
L

e

Use the scroll bar to view future month leave bookings.

Displaying leave balances for selected staff

1. To access leave balances for all selected staff (see ‘Searching for staff using Filters’ as
mentioned earlier) click on the ‘Leave Balances’ button.

Manager Employee

D &

&

Reset Search

Leave Balances

&8 staff

ol

Absence Chart

Name

Email

Position

Temporary

Section

Johnson, Sarah V
Murphy, Cathy
Parker, James D
Peterson, Anne J

Smith, John
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a.christensen @ballarat.edu.au
a.christensen @ballarat. edu.au
a.christensen@ballarat.edu.au
a.christensen@ballarat.edu.au

a.christensen@ballarat.edu.au

Senior Payroll Officer
Payroll Officer - Part Time
Co-ordinator, HRMIS
Payrall Officer - Full Time

Manager, Payroll & Systems

Nao
Mo
Mo
Mo
MNa

Human Resources
Human Resources
Human Resources
Human Resources

Human Resources
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2. The following screen will appear. Supervisors/managers have the ability to view leave
balances for their staff including annual, long service, personal and other types of
leave. You can switch between the types of leave by clicking on the tabs. For the

Balance column the system will display the balance in days followed by the balance in
hours.

Each To 5tat® Kenagerret

Opbions dusilesve Doess @ | LorgSerwoe lesvenress 10 | Awlesve nDgess (X Any Leave Balance Sely 0 3’

Annual Long Service Sick Other

Section Name Balance Excess As At
Human Resources Jornson, Sergh V 0.8/152¢6 o J7Fe0 010
Muphy, Cadw 26/3B.4 (1] 27Fed 2010
Parker, James D a7/27.2 00 27Fed W10
| Patarson, Aore ) Al Lawvw (73.50) 66/%.3 00 V7Fed 010

| G, Jobe Arrusl Lesve (73 %90) 00 27 Feb 2010

Days Hours

3. Another useful feature is the ‘highlighting’ of leave balances. This feature allows you to
specify how many days of leave accrued by a staff member until it is considered
‘excessive’. You can enter the amount of days until considered excessive into the
fields provided and once this is done you must click on the refresh button. All staff in
excess of the value entered will be highlighted in blue.

Options: Annual Lesve Excess | 40 | Long Service Leave Excess | 130 | Any Leave in Excess | 130 | Any Leave Balance Below 1] '%

For example, the supervisor/manager would like to know which staff members have
Annual leave days exceeding 20 days. They would need to type 20’ into the ‘Annual
Leave Excess’ field then click on the refresh button.

Options: Annual Leave Excess | 20| | Long Service Leave Excess | 130 | Any Leave in Excess

130/ | Any Leave Balance Below i}

As seen below, Sarah and John both have an annual leave balance greater than 20
days therefore they have been highlighted in blue.

Annual Long Service Sick Other

Section Name Leave Balance Excess As At

Human Resources Johnson, Sarah V Annual Leave (73.50) 20.8 /1526 0.8/4.5 27 Feb 2010
Murphy, Cathy Annual Leave (73.50) 2.6/38.4 00 27 Feb 2010
Parker, James D Annual Leave (73.50) 3.7/27.2 o0/ 27 Feb 2010
Peterson, Anne ] Annual Leave (73.50) 6.6/43.3 o0/0 27 Feb 2010
Smith, John Annual Leave (73.50) 315/ 2316 11.5/83.6 27 Feb 2010
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Processing staff leave requests

1. When a staff member requests leave the request is sent to their supervisor/manager for
approval. An email is sent to the supervisor/manager’s University email address. The
subject line will read ‘Leave Request’ and the Sender will read ‘EmpowerHR (please

see below)
o Maltax
From Sutject Date - Category
EmpowerHit <empowerhr@balarat edues > Leave Reguest 17/03/2000 11:48 aen

2. When opening the email, it should look like the following:

To:
Subject: Leave Request

[ James Parker has sent you 4 leave request, for Annual Leave (73.50), from 18 Mar 2010 to 18 Mar 2010,

The email will notify the Supervisor/Manager which staff member has requested the leave,
what type of leave and for what period. For this example James has requested Annual
Leave for one day being 18 March 2010.

3. Now the supervisor/manager can action the request by either logging into the self-service
system by selecting the link in the email, or by accessing the site from their browser’s
‘favourites’ list. The self-service link is also available via the Federation website.

4. Once logged into the self-service system ensure you are using the ‘manager’ section
(MSS) by clicking on the ‘Manager’ tab (as the system may default to ‘Employee’)

—
™ Manager | Employes @ Welcome Johnny

=
D &
@ Welcome to Univers

Staff Management

‘ &; Staff 0 Leave Request (1)

A

Once logged in you will see ‘Actions To Do’. This appears when a member of your staff
has requested leave.

5. To action any outstanding leave requests simply select the ‘Leave Request’ hyperlink.

Manager Employee @Welcome]ohnny
O

Staff Management

Welcome to Univers

a3

cations

0 Leave Request (1)

Staff
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6. You will now be presented with the following screen. (Please note that Leave Requests
records will appear on the same row. The example below has been split into two rows)

Manager | Employee % Workflow :: Leave Requests to Process

Refresh
Employee Leave Type Start End Calculated Amt
o Parker, James D Annual Leave (73.50) Thu 18 Mar 2010 Thu 18 Mar 2010
Reason Pay in Advance Lodged Request Type Last Action
Biocking la 17Mar 2010 Add Mo eine D@ BB

e

As expected, James’ leave request has appeared for processing. You will also notice

that on the end of the leave request record there are five options/buttons to choose
from.

These options are as follows:

Edit button E;

After selecting the Edit button the following screen will appear.

’ a8 Self §ervi<:::':;>;roval Leave ﬁequests to Process - Windows Internet Explorer =l
rx -~
9 Process Leave Request .
v QD 0 ®
Accept  Redirect Reject Return Detaill Absence Chart Attachments (1)
Leave Balance As At 04 Jun 2013
Leave Type Amount Units
Sick Leave (73.5) <2 yr.Rule 580.65 hours

Leave Type: Sick Leave (73.5) <2 yr.Rule
* Start Date: Tue 04 Jun 2013
* End Date: Tue 04 Jun 2013
Certificate: Medical Certificate
Actual Amount: 7.35 Hours
Explanation:
* Reason for Leave: None
Pay in Advance: No
Pay Rate: Normal Pay

This allows you to view the request in more detail and view any other leave bookings
from that staff member (via the Absence Chart). Once the supervisor/manager has
reviewed the request, they can ‘Accept’ the request, ‘Redirect’ it to a different manager
for approval, ‘Reject’ the leave, or ‘Return’ the request to the employee adding any
comments if amendment/s are required.

CRICOS 00103D | RTO 4909 Page 42 of 44



Accept button a

This button should be clicked if you are happy for the leave request to be approved.
Once ‘Accepted’ an email will be sent to the staff member who made the request
acknowledging that it has been approved and it has been passed on.

Requests are passed on to the Payroll team for final approval.

Once Payroll has approved, the leave request it will becomes a current booking.

Redirect button @'

After clicking on the Re-direct button the following screen appeatrs:

9 Redirect: Add

@ Pick thersdgfit person to redirect the request to.
/;}-—-.

Send To
Send
Send To: | TN |
Comments: \

If a leave request was sent to you incorrectly or you believe another manager would be
better suited to approve the leave, then you can redirect it to another manager.

Simply click on the drop-down menu, select the person you would like to re-direct the
request to then click on the ‘Send To’ button.

An email will be sent to you confirming you have redirected the leave and an email will
also be sent to the manager you have re-directed the request.

Reject button ﬂ

To reject a leave request for whatever reason, simply select the ‘Reject’ button

Another screen will appear where you are able to add a comment to why you may have
rejected the leave request.

You must click on the ‘Confirm’ button to ‘Reject’ the leave request. An email will be
sent to the staff member who requested the leave explaining that it has been rejected.

\ 9 Reject: Add Leave Request &
A | l Confirmation to reject this request.

Confirm

 Dateart
lejec]

— | Confirmation to reject this request.

Comm
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Return button @

Managers also have the ability to Return the leave request back to the sender.

There are a number of reasons why this may be required, for example, an error on the
leave request (wrong date, conflict etc), the request was sent to the wrong manager, or
any other details the sender may need to adjust before approval.

A comment/reason to why the request is being sent back can be entered into the
‘Comments’ field.

The ‘Confirm’ button must also be clicked on for the request to be sent back and an
email will be sent to the staff member to notify them that the requested leave has been
returned to them.

3 Return: Add Leave Request

I l Confirmation to return this request.

Confirm

Comments:

®

Attachments button Attachments (1)

If the leave request sent to you has an attachment i.e.. medical certificate, you are able
to view the file by clicking on the blue paper clip (Attachments) button.

= Self Service :: View Filesaﬁindows Internet Explorer -— - =

% View Files for Jim Parker

File Size Date Added Title Description
A - = - .
;lon;;':iefdocal Certificate - 4th June 23kb 04 Jun 2013 Jim Parker - 4th June 2013 Sid I;Ig;j;cal Certificate for the 4th June 2

To view the attachment select the file name highlighted in blue.
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