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Updating/adding banking details

Employee Self-Service (ESS)

To begin, login to Employee Self-Service (ESS): ess.federation.edu.au/empower

You will need to select
‘l accept’ to progress past the
‘Confidentiality Compliance’ screen

Login to Empower using your
normal sign-on details

Select the ‘Employee’ tab

Then the ’Requests’
drop-down arrow

then ’'Payment’
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THIS SERVICE IS FOR AUTHORISED CLIENTS ONLY
WARNING: It is a criminal offence to:
1 Obtain access to data without authori
2. Damage, delete, alter, or insert data without autherity

Confidentiality Compliance
HR Emplovu Self Service is a secured official Uni
d user, itis your

system rsity records.

to maintain the University policy of confidentiality of information.

As
Any data that you u«ra:tfrom HR Employee Self Service or access with HR Employee Self Service, for example pages, reports, finacial details,

personal details must be treated as confidential and managed accordingly.
Your username and password are unique and must not be divulged to any third party.
Any breach of confidentiality will be taken seriously.

1 Accept

User Name

Password

Domain

Login

Welcome:

Employee 0

X

Files

Forms

Leave v

Personal Details

Leave Details View Payslip

e &9« FedNews - HR and Payroll announcements
RSS feed includes news items posted in the past month (21-02-2022 to 21-03-2022)

IR coping with prolonged uncertainty | UniSuper webcast
Sunday, 20 March 2022 13:00:00 o'clock GMT

Two years on and COVID continues to have an impact on all of our lives,

UniSuper and SuperFriend are joining forces to present a series of one-hour webcasts created

Leave

skills
Payment

Requests v

to support members and their loved ones. [All staff are welcome to access the webcast. You
do not need to be a Unisuper member to participate.]

Covering a variety of topics and offering insight into both mental health and financial
wellbeing the webcasts present a fantastic opportunity to help you keep on track for 2022.

for all three one-hour sessions are open now.

Employment +

Pay v

Personal v

Version: March 2022

Held between March and September, each webcast will focus on a key area of interest:
- Strategies for managing pandemic fatigue — Thursday, 31 March (12:30pm AEDT)

- Tuesday, 28 June (5:30pm AEST)

= Understanding mental health and wellbeing — Friday, 9 September (12:30 pm AEST)

« Retiring well

Recordings will also be available on-demand for UniSuper members.

Need help with your super?
UniSuper’s consultants are on hand to answer your questions across a range of topics
including investment options, insurance and account management.

General-advice i available in-person, online and over the phone, and appointments are
included as part of your membership s there’s never been a better time to book your

| Log Out &

THIS SERVICE IS FOR AUTHORISED CLIENTS ONLY
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View your current payment
instructions

select the pencil icon to initiate
a change to your payment detail

Note: your pay can be distributed to
more than one account — see below for
more details

To save you starting a request
from scratch, this screen copies
your ‘Current Instructions’ to
‘Not submitted’

Under ‘Not submitted’,
select the pencil icon to start to
‘Change’ your payment details

For your whole pay, type ‘Balance’,

and then update/change your
‘Account Name’, ‘BSB’ and/or
‘Account number’ as required

After making the required changes,

select ‘Update’

« these changes have not yet

Updating/adding banking details

Employee Self-Service (ESS)

.98 Federation
. Univers y

Welcome: Log Out :

PAYMENT

Employee

I Change Instructions

» [} Current Instructions

Employee Self-Service Disdaimer

- The University accepts no responsibility for any
damage or loss of data arising directly or indirectly
from changes made by the employee to the
information provided by Self-Service.

Amount Payment

Balance Direct Debit

ThE Umverslty accepts no responsibility for the
urity o rmation downloaded, stored
prmmn fmm the Self-Service System.

S

- Although every effort is made to maintain adequate
system security, the University accepts no

m. i lirect!
indirectly from the absence or failure of system
sacurity protection mechanisms.

- The University makes no warranty, exprass or
implied, regarding the availability of Self-Service.

Br.# Federation
g rvers ty

Welcome: | Log Out &

Employee

Delete Not Submitted

PAYMENT

Submit Request

“ Not Submitted Employee Self-Service Disclaimer

e - The University accepts no responsibility for any

damage or loss of data arising directly or indirectly
from changes made by the employee to the
information provided by Self-Service.

+

New Instruction

Amount Payment Account#  Acc Name Branch

Balance Direct Debit Ballarat

P

- The University accepts no responsibility for the
security of any information downloaded, stored or
printed from the Self-Service System

Amount Payment Account # Acc Name Branch BSB

- Although every effort is made to maintain adequ.
system security, the University accepts no
responsibility for any loss of privacy, theft of
information, damage or loss of data arising directly
indirectly from the absence or failure of system
security protection mechanisms.

Balance Direct Debit

g
B

Ballarat

- The University makes no warranty, express or
implied, regarding the availabillty of Self-Service.

4 Window Decorator: Self Service : Payment Detail - Google Chr... (] Xk

@ ess.federation.edu.au/empower/Pl-entry-detail.do?function=change&p...

UPDATE PAYMENT DETAIL

Leave Request

Amount: paiance

Method:

Account Name:

Account Number:

Bank (BSB) Number: |o13 |- 532
Bank: Australia & New Zealand Bank

Branch Name:

been sent to Payroll - please see

the additional steps below to
ensure your changes are made

Note: your pay can be distributed to
more than one account — see below for
more details

Once you have updated your
details, you will see ‘successfully
updated instruction details’
banner

Version: March 2022

MM Federation
[ University

_— T

b o +

€ successfully updated instruction details - You must submit these changes to update your payment instructions

Welcome: | Log Qut :

PAYMENT
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Select ‘Submit request’

Then ‘Send to’ to alert Payroll
and have your changes actioned

Your ‘Not submitted’ request
becomes a ‘Pending request’
until approved by Payroll

Updating/adding banking details

Employee Self-Service (ESS)

M. Federation

Welcome: Log Out
W University I Log
Employee PAYMENT
Submit Request Delete Not Submitted New Tnstruction
Bted instruction details - You must submit these changes to update your payment instructions
s Window Decorator: Self Service : Addressee WorkFlow :: Addressee - Google C... — O X

8@ ess.federation.edu.au/empower/WF-entry-process.do?function=addressee&hierld=1...

WORKFLOW :: ADDRESSEE E3
he request will be sent to the whole group.
ﬁ jou will receive a message from the person when he or she has dealt with your request, to indicate what

Send To ction they took.

MNext Task For Payroll Processing

Send To Everyone in Payroll

‘Comments

Welcome: | Log Out

.M Federation
- « 8 University

W Employee PAYMENT

o s

€ Vour Payment Instructions Change has been successfully submitted,

Current Instructions Employee Self-Service Disclaimer

- The University accepts no responsibility for any
damage or loss of data arising directly or indirectly
from changes made by the employee to the
information provided by Self-Service.

Amount Payment Account Acc Name Bank Branch BSB
Balance Direct Debit

Ballarat

Pending Requests - The University accepts no responsibility for the
security of any information dovinloaded, stored or

printed from the Self-Service System.

Branch
Ballarat

BSB

Amount Payment
Balance Direct Debit

- Although every effort is made to maintain adequate
system security, the University accepts no

for any loss of privacy, theft of
information, damage or loss of data arising directly or
indirectly from the absence or failure of system
security protection mechanisms.

- The University makes no warranty, express or
implied, regarding the availabiity of Self-Service.

Delete or change your request

Prior to approval by Payroll,
you are still able to ‘Delete’
or ‘Change’ your request

If selecting ‘Delete’,
please enter a comment,
then ‘Confirm’ your request

WM Federation
. University

I T eaenT

Change Request

Welcome: | Log Out

TonE Chanoe os been successfully submitted.

s+ Window Decorator: Self Service : Change Payment - Google Chrome — ] X

8 ess.federation.edu.au/empower/Pl-entry-request.do?transRequ=requifunction=delete& hierld=100062&decorator=win...

CONFIRM DELETE PAYMENT INSTRUCTION REQUEST m
Confirm
Payment Instructions

Amount Payment Account # Acc Name Bank Branch BSB

Balance Direct Debit . | 1 Bank Ballarat

Delete Comments

Comment (g longer required
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Updating/adding banking details

Employee Self-Service (ESS)

Split or add an additional payment

To split or add an additional
payment, select the
‘New instruction’ button

Add details of the amount
and account details to pay

then select ‘Save’

To finalise select
‘Submit request’

Then ‘Send to’ to alert Payroll
and have your request actioned

CRICOS 00103D | RTO 4909

WM Federation
Mg niversity

Welcome: | Log Out %

Submit Request Delete Not Submitted

.

Not Submitted

Employee Self-Service Disclaimer

en - The University accepts no respansibility for any
Amount coount = Acc Name = Bl fEme T o TS T e ot
Salance Direct Debit Ballarat p from changas made by the employee fo the

information provided by Self-Senvice.

) - The University accepts no responsibility for the
Current Instructions security of any information dovnloaded, stored or
printed from the Self-Service System.

Amount Payment Account # Acc Name Bank Branch BSB

- Although every effort is made to maintain adequate
Salance Direct Debt — — system security, the University accepts no
responsibilty for any loss of privacy, theft of
information, damage o loss of data arising directly or
indirectly from the absence or failure of system
security protection mechanisms.

- The University makes no warranty, express or
implied, regarding the availability of Self-Service.

4 Window Decorator: Self Service : Payment Detail - Google Chr.. — O X

@ ess.federation.edu.au/empower/Pl-entry-detail.do?function=create&hi...

ENT DETAIL X

=

Leave Reauest

Amount: 100,00

Method: | pirect Debit v
Account Name:

John Smith
Account Number: 133455789

Bank (B5B) Number:

013 |-

WM Federation
> : .
-:- UWV@FSWY Welcome: | Log Out

Submit Request Delete Mot Submitted New Instruction

s Window Decorator: Self Service : Addressee WorkFlow = Addressee - Google .. — O *

8 ess.federation.edu.au/empower/WF-entry-process.do?function=addresseefhierld=1...

WORKFLOW :: ADDRESSEE X
The request will be sent to the whole group.
ﬁ You will receive a message from the person when he or she has dealt with your request, to indicate what

Send To action they took.

Mext Task For Payroll Processing

Send To [] Everyone in Payroll

Comments
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