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Submitting Qualifications on ESS

An additional component configured and available to Self-Service users is the ability to submit
and record qualifications. Qualifications can be submitted the same way in which we already
submit leave requests on the system. The employee enters their qualification details in ESS,

uploads a scanned copy of the qualification and sends the request to their
supervisor/manager for approval. Once the Qualification has been approved by the
employee’s supervisor it can be viewed by both the Employee holding the Qualification and

by the current Supervisor of the employee within ESS.

1. To submit a Qualification click on the ‘Employee’ tab.

Sys Admin | Manager HOME-ESS
X

Personal Details Leave Details View Payslip

Files

Forms

Leave v

Requests »

Employment »

Fay »

Personal »

2. Expand/click on the ‘Requests’ menu item then click on ‘Skills’.

Files

Forms
Leave »

Requests »

Leave
Skills
Payment
Timesheets

Employment »
Fay v

Personal »
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3. The following screen will appear listing any previously ‘Saved’ Qualifications (requests
that have not been submitted to the supervisor yet), any ‘Known Qualifications’
meaning any confirmed qualifications that have been approved (approved and sighted
by the supervisor) and any ‘Pending’ qualification requests (pending requests that are
currently sitting with the supervisor awaiting approval).

To Add a new Qualification click on the ‘Add Skills’ button.

Sys Admin Manager W

Add skills

H Saved - Mot Submitted

0 items found, nothing to display.

Known Qualification

0 items found, nothing to display.

Pending Requests

0 items found, nothing to display.

4. Click on the ‘New’ button to commence adding the new Qualification

SKILL AOVICE :
Mew Submit

0 items found, nothing to display.
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5. A screen will now appear asking the user to select the appropriate Qualification type.
Qualifications on the right side of screen are grouped by AQF Level. For example,
Certificate Il will appear within the ‘AQF Level 3’ grouping. The user can expand each
AQF grouping by clicking on the ‘+' next to each AQF group title.

SELECT QUALIFICATION TO SUBMIT (FROM LEFT OR RIGHN COLUMN)

Recently Selected Quals (Quick Select) Please Select a new Qualification here

You can choose a recently selected Qualification Choose any of the following items: ALL Qualifications are listed below
here. .. each has its own required skills and competeges Look here ...

wld Diploma - first attained No data available AQF Level 1

wd Doctoral Degree - first attained No data available AQF Level 2

i Bachelor Honours Degree - first attained q

AQF Level 3

AQF Level 4

AQF Level 5

AQF Level 6

AQF Level 7

A AQF Level 8

AQF Level 9

AQF-Level 10

Licencing/ Accredt'n Bodies
(Acad & Prof)

Licencing/ Accredt'n Bodies(VET
Teaching)

Hon AQF Certificate

w Bachelor Degree - first attained No data available
i Masters Degree (Coursework) - first attained
¥ Graduate Diploma - first attained

W Graduate Certificate - first attained

Alternatively the user can select any recently selected Qualifications on the left side of screen
however this will not display the entire list and is not grouped by AQF Level.

You will notice that for this example, there are four Certificate Il Qualifications to choose
from. The system has been configured this way because an employee may have more than
one Qualification type. An employee could hold a Certificate Ill in Information Technology,
Certificate Il in Electronics and Certificate Il in Business Studies. The employee can submit
up to four Certificate Il qualifications (if applicable) by submitting them in order by first
attained, second, third and fourth attained. Please note that if an employee submits for
example a ‘first attained’ qualification, then in future re-submits another “first attained’
gualification for the same Qualification type, it will over-write the previous ‘first attained’
Qualification they submitted. This is why it is important to utilise the first, second and third (or
more) attained selections if you hold multiple qualifications of the same type.

Please Select a new l}uallﬁcatlon re
ALL Qualifications are listed below
Look here ..
+ AQF Level 1
# AQF Level 2
= AQF Level 3
= Certificate III - first attained g

= Certificate III - fourth attained g
= Certificate III - second attained o
= Certificate III - third attained g
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6. Click on the small blue folder beside the Qualification description to select the desired
Qualification type. (You can only select one Qualification at a time.)

Please Select a new Qualification here

ALL Qualifications are listed below
Look here ...

AQF Level 1

AQF Level 2

= AQF Level 2
= Certificate III - first attained g
= Certificate III - fourth attained g
= Certificate III - second attained g
= Certificate III - third attained g

AQF Level 4
AQF Level 5
AQF Level 6
= AQF Level 7
= Bachelor Degree - first attained g
= Bachelor Degree - second attained o

AQF Level 8
AQF Level 9
AQF-Level 10

6. After selecting the desired qualification the following screen will appear. This is where the
user must provide the details relating to the selected qualification they would like to submit.

CREATE NEW QUALIFICATION ADVICE

I% |! @ Required fields are marked in red.

Save Attachments

MNew Skill Advice

Qualification: Bachelor Degree - first attained

* Date AOCIII-II“Ed: 30 Jan 2017 @
Field of Education: | . Please select one
Place of Study: |, please select one
Hame of Awarding Institution:
Expiry Date (If Applicable): @

0.0
Qualification Title:

The details required include:
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Date Acquired — This is the date you actually acquired/achieved the qualification. You can
click on the calendar button to the right of the field to select the date or type in the date

manually.

Qualification: Bachelor Degree - first attained

* Date Acquired: 19 Nov 2003 e
lovembe D03
iy fap Today PO
wk Mon Tue Wed Thu Fri Sat Sun f
;44 27 25 25 3 31 1 2
45 3 4 5 6 7 & 8
4 10 11 12 13 14 15 15
47 17 BP0 20 21 2 23
48 24 25 2% 27 28 29 3
4 1 2 3 4 s

Select date

Field of Education — You must select the appropriate Field of Education which relates to the
Qualification you are submitting. These Fields of Education match up with those listed on the
Australian Government ‘HEIMS’ website.

FIEH ﬂf Ed “Cat-lﬂ“: A.:.:Dunting -

Place of Study — The ‘Place of Study’ must also be selected from the drop-down menu
provided. Please select one of the four available options.

Place of Study:

Accounting
Aerospace Eng. & Technology o
Agriculture

Architecture & Urban Environment
Automotive Eng. & Technology
Banking

Behavioural Scence

Biological Scences

Building

Business & Management

Chemical Sdences

Civil Engineering

Communication & Media Studies [

CDmElementarE Theraiies

Curriculum & Education Studies
Dental Studies

Earth Scences

Economics & Econometrics
Electrical & Electronic Eng & Techn
Employment Skills Programmes
Environmental Studies

Fisheries Sciences

13

m

Food & Hospitality

Australian Higher Education Institution
Federation University inc. former entity
Other Australian Provider (inc. TAFE)
Owverseas Institution or Entity
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Name of Awarding Institution — This is a free-text field where you must type in the name of
the Institution that has awarded you with the Qualification.

Name of Awarding Institution: [ Federation University] |

Expiry Date — The Expiry Date is only applicable for Qualifications that have an Expiry or
require renewal. Please leave this field blank if the Qualification you are submitting has no
expiry date.

Expiry Date (If Applicable): i
Qualification Title - This is another free-text field where you must enter the full title of the

qualification as shown on the scanned copy submitted. For this example, ‘Bachelor of
Information Technology’

Qualification Title: |5 .o of Information Technology] .
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7. When you have completed the form you need to also upload a scanned copy of the
qualification before it can be sent to your supervisor for approval. To do this click on the blue
paperclip button titled ‘Attachments’.

PLEASE NOTE: The scanned copy cannot be uploaded to the request if you have already
submitted the request to your supervisor without the attachment.

CREATE NEW QUALIFI

B ¢

Save Attachments

Mew Skill Advice

Qualification: Bachelor Degree - first attained
* Date .ﬁ.{:ﬂ“il‘ﬂd: 30 Jan 2015 @

Field of Education: |Computer Science

Place of Study: IFEderaﬁnn University inc. fc:rmn
Name of Awarding Institution: .icr2tion University

TION ADVICE

Required fields are marked in red.

Expiry Date (If Applicable): [15]

0.0
Qualification Title: g teior of Information Technology
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8. The following screen will now appear. To attach the scanned Qualification click on the
‘Browse’ button to navigate through your drives, files and folders.

ATTACHMENTS [ X
IE |l Maximum size for each file: 4mb. Maximurn total size: 50mb. Valid formats indude: .
Confirm

Mewr Attachments

File Size Date Added Title Description

| Browse... ﬁ
Mare || Less

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

(& Choose File to Upload M S S X ]

@v B Desktop » R4 | 3 | | Search Desktop pel
" s e — e
Organize v MNew folder B - O ®

J Ir oD
- -

0 Favorites Bachelor of IT.pdf
B Desktop Adobe Acrobat Document
& Downloads L 260KB

UE]
£l Recent Places

M Desktop

4 Libraries
@ Documents
Jz' Music

(=] Pictures
B Videos

A Andrew Christensen
i1 Contacts
e Desktop
4. Downloads
ir Favorites
I® Links i

=

IR

..... | C4~ff CTC vt

File name: Bachelor of IT.pdf ~ [AllFiles (1) -

I Open |VI ’ Cancel ] |

10. 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.

File Size Added Title Description -
[ ] - .
Ermersy \Deskitop\Bachelor of IT.pdf Browss AQF 7 Qualfication - Jm Parke Tmm_;;&';:"_"ﬂﬂ# =| O
More | Lo |
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11.Now click on the ‘Confirm’ button which will attach the file to your Qualification request.

I% |! Amﬁ:r each file: 4mb. Maximum total size: 50mb. Valid formats indude: .

Confirm

12. If you want to double check that the file is attached to the request you can now click on
the Attachments button again and you will see the attachment along with the title and
description you entered. Further to this you are also able to attach additional files if required
by clicking on the ‘Browse’ button again.

Bachelor of IT.pdf b2 ™ AGE 7 Quakficaton - JmParke. Tete o DATANE . @
| Browses... - 0
More
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13. Atter all of the Qualification details have been completed on the form and the file is
attached click on the ‘Save’ button.

CREATE NEW QUALIFICATION ADVICE

I% |! @ Reguired fields are marked in red.

Save Attachments

MNew Skill Advice

Qualification: Bachelor Degree - first attained
& DEtE‘ACqII-II"Ed: 30 Jan 2015 @

Field of Education: |Computer Science

Place of Study: |Federation University inc. form v |
Name of Awarding Institution: r.jeration University

Expiry Date (If Applicable): @

Qualification Title: gz pc)or of Information Technoloay

14. A new screen will now appear with a message explaining that your request has
been successfully ‘saved’. This however does not mean that your request has been
submitted to your Supervisor / Manager. It is important that you now click on the
‘Submit’ button so that the request can be sent through to your Supervisor for

approval.
Mew Submit

o Your Skill Advice has been successfully saved

Skill or Competency Date Aguired Profidency Status
Bachelor Dearee - first attained 30Jan15 Computer Science Federation University inc. former entity _" Q
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15. The final step in the qualification submission process is for you to send the 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 away you can send it
to another supervisor/manager within your department who has the authority to
approve your Qualification. 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.

Now click on the ‘Send To’ button. An email will be sent to your Supervisor / Manager
alerting them that yo have a Qualification request for them to action.

WORKFLZW :: ADDRESSEE

Pick the right person to send the request to.
ﬁ You wil receive a message from the person you picked when he or she has dealt with your
Sand To request, to indicate what action they took.

Mext Task For Manager Approval

Send To | -«
Comments <+—

Retrieving files previously attached to Qualification Requests

There is a ‘Files’ button which appears on the Home page of Self-Service. This allows users
to retrieve files|that they may have attached to a Qualification request in the past.

HOME-ESS

Sys Admin

Personal Details Leave Details View Payslip

Applications
Files
Forms

Leave v
Requests »
Employment +
Fay »

Personal »
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Users have the ability to open all historical attachments by simply clicking on the File name(s)
listed on the following screen. (The file name is highlighted in blue text.)

Workflow - Skills
File Size Date Added  Title Description
Bachelor of IT_pdi 27 10 Sep 2013 AGF 7 Qualfication - Jem Parke Bachelor of Informabon -

Technology Qual - Jm Parker =

You can view your previously submitted/approved Qualifications by hovering the mouse
cursor over the ‘New Request’ button and clicking on the “Skills’ button.

Accredited Qualifications Field of Education Date From Expiry Preferred
Sachalor Uikgres - it atiana” Computer Scence 16 34 2013 [+
Bachelor Degree - second attained Mathematical Sciences 05 Aug 2013 (1]
Certificate III - first attained Computer Scence 04 Aug 2010 )
Doctoral Degres - first attained Spoet & Recreation 16 3 2013 9
Doctoral Degree - second attained Medical Studies 05 Aug 2013 !

0 items found, nothing to display.

Further details relating to each Qualification can be viewed by clicking on the information
buttons to the right of each record.
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Viewing a summary of existing qualifications recorded in ESS

The ‘Quals’ tab within the Personal Details screen in ESS also displays all Accredited
Qualifications recorded on the system that you have previously submitted to your Supervisor.
When your Supervisor approves a Qualification request within ESS it will appear on the Quals
screen.

1. To access the ‘Quals’ tab, first click on the ‘Employee’ Tab as seen below:

Sys Admin | - HOME-ESS

Perzonal Details Leave Details View Payslip

2. Now click on the ‘Personal Details’ button

Sys Admin | Mznager HOME-ESS

Personal Details Leave Details View Payslip

3. Click on the ‘Quals’ tab.

General | Addresses | Contact | Emergency | Quals

Accredited Qualifications
Qualification Field of Education Date From Excpiry
Bachelor Degree - first attained Computer Scence 16 Jul 2013
Bachelor Degree - second attained Mathematical Scences 05 Aug 2013
Certificate III - first attained Computer Scence 04 Aug 2010

Please note that this will display only a summary of qualifications. For steps on how to
access the full qualification details please refer to page 13.
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Accessing MSS, Searching for Staff using Filters & Accessing
Individual Staff Qualifications

1. Managers and Supervisors will notice they have an extra tab at the top of the screen
called ‘Manager’. This is the MSS component of the Self-Service System. Click on this
tab then click on the larger ‘Staff Management’ Button

Employee | HOME - MSS

F 14

Staff Management

Applications ¥ «
Files

Forms

Requests »

Staff
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2. The following screen will appear. This is where the Supervisor/Manager can select the
desired team members for review.

MName: =]
Lists: v

Position: Co-ordinator, HRMIS ~

Manager, Payroll & Systems 1

Payroll Officer - Full Timme -

Payroll Officer - Part Time hdl

Section: Human Resources

Location: pTH

You can select staff you would like to view information about by using the ‘Search Filter’ You
can find a staff member by typing their name in the ‘Name’ field or select by ‘Position’ title or
select Staff by Section or Location. 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.

C

Reset Search
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Searching Staff by Name

For example, John Smith who is the Manager and logged into MSS wants to find out
qualification details 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.

Stall Lookup

Name:
Lists:

Position:

Section:

Location:

Searching Staff by Position

Parker K | @
____________ L

Co-ordinator, HRMIS s
Manager, Payroll & Systems |
Payrall Officer - Full Time h
Payroll Officet - Part Time b

Human Resources

MTH

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.

Name Ermeail Position Temparary Section Location

Johneon, Sarsh ¥ &, eistenserdbballarat sy, a0 Sanicr Payroll Offices ] . . s Reso roes HITH d
Prhurpley, Cathy a.fuistenserdbballarst edu.au Payrol Officer - Part Tene T Humian Resooroes HTH -.d
Parkar, James D & chwistenserdbballarat sdu, s Co-trdinaton, HAMIS Ha Human Resouroes: HTH o
Patarsan, Anrs ] &, chuistanardbboalee st achy, a0 Payred Officr - Full T e [ Rasr e MTH .ﬂ
Smith, Jobn &, chistanseribbalarst sdu.au Manager, Parrol B Syshere ] Human Rasources. MTH a

Name:

Lists: ___.

Hold down the Shift key Position: [}
to select & deselect
Staff Positions

YVVY

Section: Human Resources

Location: pMTH
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Searching Staff by Section

If the Manager/Supervisor 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)
e ———

Manme: g

Lists: ____________ I

Position: Cg-ordinator, HRMIS
Manager, Payroll & Jyvikems
Payrall OFficer - Full Tifhe
Payrall Officer - Part Tjme

3

[ |

Section:

Location: MTH

Searching Staff by Location

Staff can also be filtered by Campus Location. For example, Mt. Helen Campus. (in this
example there is only one campus to choose from)

| >earch Filter |
Mame: =]
Lists: ____________ W

Position: Co-ordinator, HRMIS
Manager, Pavroll & Swstems
Payroll Officer - Full Time
Pavroll OFficer - Part Time

[

= |

Section: Human Resourcgs

Location:
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3. Once you have selected the desired staff, you can now lookup individual staff info,
employment details, employee history details, view leave details, qualifications and
gualification attachments (Uploaded Files). To do this hover the mouse cursor over the
blue folder icon which appears to the right of each employee record you selected

earlier.

Mo HR. Shared Services MTH 7]

Mo HF. Shared Services MTH 'ﬁ'

Mo HR. Shared Services MTH ﬂ'

Mo HR. Shared Services MTH

[] Parker, Jim

Staff Info
Employment
Forms
History
Leave Details
Pay
Files
Lists

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

Staff Info
The Staff Info Screen will display Personal Information for the employee such as Address,

Phone No, Mobile No, Work Phone No., Work Email address, Emergency Contacts and a
Qualification summary. (for qualifications already stored/approved on the system)

Shall Lewel Date
Badhelor Degree - first attadned Computer Soence 160413
Bachelor Degree - second atianed Mathemabcal Soenoes 05Aug13
Corbficate T - first attained Compuber Schenoe Dieng 10

Page 20 of 26



Attachments (Uploaded Files) - Qualification requests

If a Qualification request has been sent to you in the past by an employee and it contained an
attachment ie. scanned copy of a qualification, you are able to view the file again by clicking
on the blue paper clip (Files) button.

Mo HR. Shared Services
Mo HR. Shared Services
Mo HR. Shared Services
Mo HR. Shared Services

3333
eeee

Parker, Jim

Staff Info
Employment
Forms
Hiztory
Leave Details
Pay

Files

Lists

A list of previously uploaded files will appear. To load up a file click on the file name
highlighted in blue.

File Size Date Added Title Description

Cert ITLpdf 37kb 303an 2017 |Jim Parker - Cert Il Jim Parker - Cert 11
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Processing Staff Qualification Requests

Processing Staff Qualifications works the same way as approving leave requests. The only
workflow differences between the two types of requests is that the Qualification request does

not need to go to Payroll for final approval. The Qualification request becomes an official
record on the system when the Supervisor / Manager approves the request.

PLEASE NOTE: The scanned copy cannot be uploaded to the request if the employee has

already incorrectly submitted the request to you without the attachment. (An attachment
cannot be uploaded to a request that has already been submitted.)

1. When a staff member submits a qualification request it must be sent to their
Supervisor/Manager for approval. An email is sent to the Supervisor/Manager’s

Federation Outlook Email address and the email’s Subject will read *Skills’ and the

Sender will read ‘EmpowerHR’ (please see below)

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

ik
Ignore | k| | e Meeting (A3 work =
iy —a e W o, "
L5 IM - 34 Team E-mail «,{
jr ~ Delete Reply Reply Forward
& Junk » De Py L_FIJIJ » = More = | g Reply & Delete
Celete Respond Ef
From: EmpowerHR
To: ]
Cc
Subject: Skills

has sent you a skill request.
https:// empower/WF-entry-skll.do?

The email will notify the Supervisor/Manager which staff member has submitted the
qualification request.

3. Now the Supervisor/Manager can action the request by either logging into the Self-

Service system by clicking on the link on the email or by accessing the site from the

Federation/Human Resources website.
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4. Now ensure that once logged into the Self-Service system that you are in the

‘Manager’ section (MSS) by clicking on the ‘Manager’ tab as it may default to
Employee Self-Service (ESS).

Sys Admin Employes |

n @ skills (1)

Staff Management

Applications A 9 «

Files
Forms
Requests »

Staff

You will notice that once logged in there is a new option on the MSS Home Page

called ‘Actions To Do’. This appears when a member of your staff has sent a
qualification request.

5. To action any outstanding leave requests click on the 'Skills’ link.
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6. You will now be presented with the following screen.

Skill Requests

Lodged Attachments  Last Action
0 Jan 2017 30 Jan 2017 @ 15:58 ;‘OE a“"\

As expected, the qualification 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 o4
When clicking on the Edit button the following screen will appear.

SKILL ADVICE X
+ © B 0 & ¢
Mew Accept Redirect Reject Return Attachments (1)

Workflow Message

) Date . Qualification Qualification
Qualification Aquired Field of Education Place of Study Field Level
Certificate III - first 20Jan17 Other Information Federation University inc. former M M _."
attained an Technology entity ane one e

This option allows you to view the request in more detail and also view any other
gualifications the staff member may have submitted earlier. Once the Supervisor/Manager
has looked over the request in more detail, they can Accept the request, Redirect it to a
different Manager for approval or Reject the request.

Accept button (V]
This button should be clicked if you are happy for the qualification request to be approved.

Once ‘Accepted’ an email will be sent to the staff member who made the request
acknowledging that you have approved it.
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Redirect button E

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

REDIRECT: ADD SKILLS X
ﬁ Pick the right person to redirect the request to.
Send T

If the request was sent to you incorrectly or you believe another manager would be

better suited to approve the request, 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 request and an email will also be sent to the Manager you have re-directed
the request to.

Reject button €3

If you would like to reject the request, simply click on the Reject

button. Another screen will appear where you are able to add a comment to why you may
have rejected the qualification submission. You must click on the ‘Confirm’ button to
Reject the request. An email will be sent to the staff member who sent the request
explaining that it has been rejected.

REJECT: ADD S

Confirmation to reject thigrequest.
Comments:
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Attachments button Attachments (1)

The qualification request should have been submitted with an attachment. The Supervisor
can view the file by clicking on the blue paper clip (Attachments) button.

ATTACHMENTS

File Size Date Added Title Description

Cert IILpdf 371kb 30 Jan 2017 §im Parker - GertIil Jim Parker - Cert ITT

To load up the attached file click on the file name highlighted in blue.
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