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Introducing ConnX

Accessing ConnX

b4

[
Login Eo

1. Double-click the ConnX Icon on your desktop; OR

2. Open the following URL in your browser:
https://connx2.cloud.micropay.com.au/Connx53951/frmLogin.aspx

Logging In

At the login screen, enter your Username and Password.

e
1}

o
A

The username is your employee number OR your Northside email address.
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Logging Out

To logout of ConnX from any page, hover over your profile picture and select Logout on the name

menu.

WARNING

Archie Bourke (508)

i <

Quick Links

?

Q 2 P

Q

Do not leave your computer unattended and logged into

Help
Change Password

Upload Photo

Grid Preference - Reset Page

Grid Preference - Reset All

ConnX.

Logout

b4
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Changing Passwords

If your organisation is not using Active Directory and this is the first time you have logged in you must
create a password to access the rest of the system. This is to ensure only you can see and update
your information.

1. If you have received a temporary password, enter this into the Password field (or leave this
blank if you have no password).

2. Enter your new password into the New Password field.
3. Verify your new password by entering it again into the Verify your new password field.

4, Select Set Password.

Please take a moment to setup your login password.

Create Login Password

Mew Password: l l Passwaords are case-sensitive

‘."El'if'_-.«’ Password: Enter your new password again for verification

Set a reminder

¢ You must have a password to access the ConnX system.

NOTE Passwords are case-sensitive. This means upper case and lower case
words are different. i.e. the following passwords are all different

° Password
. PASSWORD

o pAssWorD

If you are concerned about upper and lower case passwords, create a
password with numbers only.
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If you forget your password the Northside HR team
(hr@northside.asn.au) can reset it, prompting you to create a new
one.

You may be requested to change your password at various intervals.

Passwords have a minimum length of 1.

Passwords do not have to contain both letters and numbers.

You can change your password at any time by selecting Change Password on the name menu: User
Menu > Change Password.

Change Password

You must have a password to use the ConnX program. Please setup or change your password below.

Code and Name: 508 Archie Bourke

Login Password

f you don't have a login password leave

P
Current Password: this blank

Mew Password: Pazzwords are case-sensitive

) Erter your new pazsword agsin for
Verify your new Password: ooy s
N verification

- Enter a word or phrase that will remind you
Passweord reminder:
of your password

Change Login Password
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Welcome Page

After you have successfully logged in you will be presented with the Welcome page and the
navigation menu (tabs along the top). The Welcome page contains links to areas you will access most
often.

Finding Your Way Around ConnX

From the Welcome page you can access any item by selecting the white text across the top of the
screen (for example, to view information regarding your organisation, select Company Info).

conn ( My Team My Details Leaming Performance Timesheets Company Info Recruitment WHS Reports HR Admin Admin & AT

Welcome Archie

Quick Links Daily News 7 Vacancies
. Eﬁ] [e) Personal Business Development Manager - Geelong
=) ce NG b G e oy sales & Marketing
Calendar Leave Timesheet Production Shift Worker
909. o Q On Leave Production Shift B
= o No one on leave today Purchasing Officer
Vscsncesin Orectory Purchasing

0 Kim:=

caet
Out of the office
T © :
coo ooo No one out of the office
Oepariment  ostion Trvia
o) Birthdays
W No birthdays today
Siggestion  QEA
Announcements
Wacky Wednesday, Raffle Tickets tonight
Employee Of The Month News Headlines Shine Awards

« G co foundsrs Paggg Bin siep Click here to open our Shine Awards intranet page
: down from Alphabet
3 2 i The Shine awards are a monthiy inifiative to help
L] ‘ Pomered by 2 oo You to communicate and recognise individuals

Quick Links

Quick Links allows you to navigate quickly to pages in ConnX which are used frequently. You can
access Quick Links from your Welcome Page or from your User Menu.

Welcome Archie

Quick Links

B oG B Le

Calendar Leave Pay Timesheet
oQo (@]
= o
Vacancies  Incident Policie.. Directory
ooo ooo Q ©
Department  Position  Employe... Trivia
Q

10 of 68 © 2008 - 2023 ConnX Pty Ltd



ConnX Initial User Guide for Employees

Go to User Menu > Options Tab to set how you want Quick Links to display.

Archie Bourke (508) Logout

3 <

? Help

[ &
-

¥

&

3

¥

&

i

o

B Upload Photo

& Grd Preference - Reset Page
e an g T :

s Ond Preference - Reset Al

Messages and Workflow

Messages and Workflow are shown with a notification at the
top of the screen when there is something to be read and/or
actioned for approval.

My Calendar

The My Calendar page shows any special days for your organisation as entered by HR (e.g. company
anniversary dates, or social club events), dates of any leave that you have applied for and public
holidays. It is a read-only page.

Go to My Details > Personal Information > Calendar.
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My Calendar

. Annual . Long Zervice Leave Perzonal . TOIL Other Pending Approval

Calendar for Archie Bourke
Click any day to show a full description of the items for that day

April 2019 Select which days you wish to show

Wednesday Thursday Friday Saturday Sunday

Monday Tuesday

=N

IZI Leave Applications  Ac

2 3 4 5 [ 7

[=}N

[v] Tasks & Reminders  Ad

[v] Objectives Add

[v] Reviews  View

[v] Pay Dates

[v] Public Helidays

[v] Other Special Days

[+] Leaming Classes

[v] work patterns

Woarking
Mot Working
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Favourites

The Favourites function lets you bookmark which areas of ConnX are your favourites. To add a
favourite, go to the page you wish to add and click on the ellipsis icon to open up the menu, and
select the Favourites button.

Print

Reports

Favourites

e|e|M @

Help

TE

The Favourites panel can be found by hovering over your image and selecting the ‘heart’ icon in the
menu.

Archie Bourke (S08) Logout

e Q e

Educator Management
Extract Review Answers
Maintain Employee
Manage Mew Employees
Positional Chart

Process Leave Applications
Recruitment Applicants
Timecard Entry

Timecard Summary
Workflow Tasks
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Help

On most pages in ConnX you will find the help icon o
on the ellipsis menu on the right-side of the screen. If you
select this icon, you will be taken straight to the help for
the current page you are in.

If you encounter a problem while using ConnX or if you
require personal assistance, please contact a ConnX
support representative.
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My Details Section

The My Details pages contain information personal to you.

This section relates to you as an employee of the organisation. Here you can view employment
details, update your own personal details and enter new information (e.g. emergency contacts and
medical conditions).

The easiest way to access this section is to select My Details menu tab.

conn \, My Details Learning Performance Timesheets Company Info E.B é. ‘6 @

Welcor
PERSONAL INFORMATION PAY MESSAGES & APPROVAL WORKFLOW FORMS
Quic Personal Details Bank Accounts Message Inbox Travel Request
Employment Details Pay Advices New Message Study Grant Application
Additional Info Payment Summaries Workflow Approval Inbox Change of employee name
.I Tax Details Werkflow Approval Outbox Employee Referral Form
E Calendar Training Attendance and
Calend
Work Schedule Evaluation
gg LEAVE PLANNING Salary Sacrifice Change form
vaand | pisciplinary Events Leave Application - New Introduction to Planning Superannuation Details Change
Documents Leave Applications - Current Notice of Availability
oo Employes Notes Leave Applications - Previous Career Path CPD Completion Record
Departm .
A Emergency Contacts Development Plan Record Additional Hours
Q tems Register Leave Balances Planning Dashboard Notice of Resignation or
Retirement
Suggest Licences Leave Dashboard
Medical Conditions Leave History
Previous Employment Leave Report
Qualifications.
Skills
Em p Visas

Expense Claims

Nightmare before Christmas? Traders dig in for

long ... Click here to open our Shine Awards intranet page
It's the time of year when London's bankers and
| {raders wind down and prepare for holidays. Not The Shine awards are a monthly initiative to help
this year, with many cancelling leave and working
- t you to communicate and recognise individuals

Sarah Applegate Dec 11, 2019 3:52 PM that live and breath our values.

© 2008 - 2023 ConnX Pty Ltd 15 of 68



ConnX Initial User Guide for Employees

Personal Details

The PERSONAL INFORMATION section contains links to the pages with information relating
directly to you as a person, for example your name, address, and contact phone numbers.

It is your responsibility to update this information in ConnX when your personal details change.

g If you change any part of your name this also changes your name
in the payroll system and will also change on your payment
summary.

NOTE

Editing Your Personal Details/Information

To make changes to your personal details, go to My Details > Personal Information > Personal Details.
A screen similar to the following will appear. Make any necessary changes to your details.

Personal Details

Personal Details Address Details

Titke: Mr v Straet 12 JONES STREET

First Marme: Archie 4
Middle Narmes: e PORT ADELAIDE

= Stats: N v
Surname: Bourke

Preferrad Name Caumiry Austraiia v
Gendar: Mala o SetLmoE 5015

Marital Status: Mot Applicable v Postal Address Details

Date of Birth 30/12/1979 -

Ag=: e A
Aboriginal/Torres Strait: Unknown ¥ o

Puationziy [matt z=t) v State: v
Lamguages Spoken: Coumry: v
Refigion:

Post Code

v
System Datails
v
Emp Code: 508
Contact Details
Photo

Home P

wse for the file to upload
Work

Mebile (For World: | Dizplay in Directory

Mobile (Personal Use): 0418 656 451 | Dizplay
Pager

‘Work Fax:

Work Email Address: archie bourke @abccompany. cormau

Personal Email Address:

Send Meszages \Via: Send System Meszage Only v

" Save Photo Clzar Photo

To upload a photo of yourself, Go to the photo section in your Personal Details page.
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Photo

1. Browse for the file to upload:

i Drop your file here,

i Allowed File Extensions: .gif, jpeg, Jpg
: Jpe, .png, .bmp

i Maximum File Size: 250KE

[ I - e

|

Save Photo

In the upload control using one of the two methods, either select the Select File button to find the
document, or drag and drop the document into the space in the control.

Select Save Photo to upload the photo.

A new window will open displaying the results of the update. If an approval process is required (as
determined by your ConnX System Administrator), ConnX will notify the nominated approvers as

instructed.

[

NOTE

It is best to enter your surname in capitals (e.g. SMITH)

It is best to enter your given and middle names in title case (e.g. Nicole, Cate)

Middle name is not required.

Preferred name is not required.

Marital status is not required.

If you have an email address that you access regularly, it is recommended that “Email
Only” is selected in the Send Messages Via field at the bottom of the screen. To
receive the ‘System Message’ you need to be logged into ConnX.

Changing these details may generate an approval process, depending on the system
configuration. If your changes require approval, select My Details > Messages and
Approval > Workflow Approval Outbox in the navigation menu to view the approval
process.
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Employment Details

Your current employment details can be viewed by selecting My Details > Personal Information >
Employment Details.

This is a read-only page. If you would like to query these details, please contact HR.

This page includes details about your:

Employment conditions

o Probation End Date, if applicable

o Fixed Term Start and End Date, if applicable
Work Schedule

Rates of pay

Additions (Allowances) and Deductions
Superannuation Fund contact information, and
Any positional information that has been set up
Links to other Payroll related information

o Pay Advices

o) Payment Summaries
o Bank Accounts
o Tax Details
18 of 68 © 2008 - 2023 ConnX Pty Ltd
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Employment Details for Archie Bourke

Expard A1 Soctions

Dopairtmant and Cumant Poition

Department/s:
Doparisran

Hurran Resomnoes

Current Positions:

Hurnan Risouroes Manager

Rt Tex

it Esmanitive OFfoer

26062009

Fole/fs:
Rolia Marme: Human Risources Manager

Ol caions ()
Ettoctive Dota Feorc  1BAI7/2071 : ki
Acsigriment Satus Cumen
Aesbgriment Resson  Inkial Sotug
Howr Alocation 00
= Allocion 0000
Poiticin Histony
Ernplonsmeari
Drda Hinod 13712/2010 Fayradl D&

BEC Compary
8 sears ared 17 Moniths Fay Comgsanc AEC Company Py Lid
Pricbasion Bl Dane

Fay' Fraquancy Groug Wskly Group 1 [Pay Freouency: Wiaskdy|

Fagpen QU Brickana M Dttt Goest Acccint 50 80 A Finanda
Errphrrar Thss WG Wage WG P Licaion ATELAITE

oty Descripiion HA MANACER: S -

Comiract Hours: TE0 hivurs per Sy, 500 s per veask Fa b - Trarear EFT

Salaryand Rates

SdparannERion Dotk

(O Py Links
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Rates and Additions/Deductions

Your current pay rates, additions, and deductions, and your rate history are visible on the
Employment Details page.

Select My Details > Personal Information > Employment Details, then select either the Salary and
Rates, Additions, or Deductions accordion heading.

Employment Details for Archie Bourke

Expardd A1 Sactions

Drepartrraanit and Curmani Pocibion

Pcitio Hictory

kT

Salaryand Rates

Fay Classification:
Fasy Fracpuaaney (B Weckly Group 1 (Poy Feaguency” Wiaskdy
A Py Flag s

Mol /00 2pda2 124025 6450 B0

Shor Fane: History

Coda Duscripdon

Pk reacon s
putll e

Duscripdon

AN FUPER SAL SAC S [aal)

Suparnnuation Datalks

Ootar Pay Linkes
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Your annual salary, and hourly rates for normal, time and a half and double time are shown in the
Salary and Rates section. These are your pay rates (before tax).

¢ You cannot change any details here

NOTE Your manager can access this information for performance
reviews and evaluations.

Select the Show Rate Change History button to see any changes that have been made to your
standard pay rate, the reasons and effective date.

The Additions and Deductions sections show any additions (allowances) that you receive each pay
period, and any deductions that are automatically taken out each time you are paid.

@ There may also be non-standard additions and deductions that
occur on a one off basis that are displayed on your pay advice

NOTE

Both standard and non-standard will show on your pay advice.

Your manager can access your additions and deductions before
tax only for performance reviews and evaluations. Deductions
after tax are accessible to you but hidden from your manager.
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Disciplinary Events

g Depending on the selections made, employees may or may not
be able to view disciplinary events or comments about their
disciplinary event on this page.

NOTE

As an employee, you are able to see Disciplinary Events that have been recorded on your record.

Go to My Details > Personal Information > Disciplinary Events. A screen similar to the following will
appear.

My Disciplinary Events ® Y

Drag a column header and drop it here to group by that column

Date Recorded By Category Description

= ¢ Y Y Y

Jonathon has been arriving to work between 30 mins and one hour late for the
last two weeks, | have issued an official warning and asked him to email me
when he arrives each day for the next month. At the end of the month we will
review the situstion,

09/12/2019 Archie Bourke Verbal

C Refresh ® =]

Page 1of 1 items Tto 1 of 1

Filter options can be used to search for specific Disciplinary Events by selecting your search
Y criteria in the funnel icon.

To view information about a Disciplinary Event, select the entry and select View, or double-click on
the entry.
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Documents

You are able to view documents that have been attached to your record by your manager or the
ConnX System Administrator.

Go to My Details > Personal Information > Documents. A screen similar to the following will appear.

Documents for Archie Bourke + & @Y

Drag a column header and drop it here to group by that column

Type Description Date

test 12/12/2014

Performance Review 2013 14/02/2014

N Page Tof 1, items 1t 2 of 2

Select the filename link in the right column to view the document.

If your System Administrator has enabled it, you can attach your own documents by selecting the
document and uploading it to ConnX, or you can link to a document on a server by entering a URL.
You cannot delete a document after it has been added.

Select the related checkbox to make the document available to other users with a specific access
level (e.g. Employee can see, Manager can see, Supervisor can see.)

[

Administrators and HR Administrators have access to all

documents that are uploaded.
NOTE
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Employee Notes

The Employee Notes section of ConnX allows users to record information related to you as an
employee.

Go to My Details > Personal Information > Employee Notes. A screen similar to the following will
appear.

Employee Notes for "Archie Bourke (S08)" + Y

Drag a column header and drop it here to group by that column

Employee Title Category Notes Follow up/Responses Date Created
T Y T Y Y 8Y
Had t¢ Archi bal lat
Archie Bourke  On the run late notice 2 to tseue Arehie = verbal fate
ER Issue notice warning today - he 07/01/2016
(508) warining

apologised and had no excuse

Archie Bourke  Wedding Anniversary 16th Dersonal nfe Wedding Anniversary 16th February- 07/01/2016

(s08) February married in Brisbane

Archie Bourke  Wife Anna’s birthday is 22nd Dersonal nfe Anna’s birthdays is 22nd April, had a 070172016

(508) April great party last year

C Refresh ® =

Pagelof 1,items Tto 3 of 3

To add a new Employee Note, select Add, and a screen will appear prompting for data. The fields
marked * are mandatory fields. All other fields are optional.

Add New Employee Notes X

Details

|| Employes cansee | | Supervisorcansee | | Manager cansee  |[+| HR Admin can see

\zl Admin can see

Employee: Archie Bourke (S08)

Title/Short
Description: *

Category: * (not sef) v
Notes: *

“~
Follow
Up/Responses:

&
Attachments:

Attarhmantc:
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Emergency Contacts

In the event of an accident, your manager, supervisor, or Human Resources can quickly look up your
emergency contact details if you have entered these into ConnX. You may have already provided this
information in some other form (e.g. written documents) when you started your employment. Please
note this has not been entered into ConnX and is stored on your HR file only.

If any of this information changes over time (e.g. phone number), please remember to update this
information in ConnX to ensure we are able to contact your nominated emergency contact if it is
ever needed. We will check ConnX first for your emergency contact information and then refer to
your file if no emergency contact information is available in ConnX.

To enter your emergency contacts, go to My Details > Personal Information > Emergency Contacts. A
screen similar to the following will appear.

Emergency Contacts for Archie Bourke + £ @

Drag a column header and drop it here to group by that column

Email Address Home Phone Work Phone Relationship Address

Dan Shaw 0427 858 419 3659 4511 Husband

Lisa Simpson Lisa Simpson@thesimpsons.com 0499 999 999 0411111 111 0412 345 678 Daughter Evergreen Terrace, Springfield  Callin first instance.

To add a new emergency contact, select Add, and a screen will appear prompting for data. The fields
marked * are mandatory fields. All other fields are optional. ‘Order’ refers to the order in which you
would like your emergency contacts to be contacted.

Add New Emergency Contact X
Name: * Relationship:
Sequence: ™
Home Ph: Work Ph:
Email: Mabile:
Address: Notes:
s 4
Attachments:
Select
Drop files here,

Remaining Files: 1
Maximum File Size: 100MB

To edit an emergency contact, select the row and select Edit, OR double-click the row. To move to
the next entry use the arrow buttons.

To delete an emergency contact, select the row and select Delete, OR double-click the row to open
the Edit window, and then select Delete.
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ltems Register

This is a read-only screen that enables you to see all of the company owned items that have been
issued to you.

To see your items register, open the Items Register page via My Details > Personal Information >
Items Register. A screen similar to the following will appear.

Items Register for Archie Bourke ©
Drag a colurn header and drop it her to group by that colurmn
Status Item Description Comments Issued Returned Lost
Y Y Y Y BY BY BY

Issued Mobile Phone Nokia E71 01/10/2009

Issued Laptop Computer Asus A346 01/10/2009

Issued Security Card Card # 238323 01/10/2009

Issued Credit Card AMEX # 3778 2783 3092 10/10/2011

C Refresh ® =]

Page1of 1, items Tto 4 of 4
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Licences

You are able to record the details of your licence on the Licences page in ConnX.

Go to My Details > Personal Information > Licences. A screen similar to the following will appear.

Licences +)(Y
D sembire s sl vt here o ot By st eckarn
o Identification . . o Workflow
Type Classification Holder Name Issuing Body Issue Date Expiry Date Conditions Renewal Date Status
Number Status
Y Y Y Y Y 2Y 2Y Y 8Y Y Y
Vehicle ABCD1234 Archie Bourke Qld Transport 10/12/2015 P plates Current Approved

C Refresh ® =]

Page 1of 1, items Tto 1 of 1

To add a licence, select Add, and a window will appear prompting you for data. The fields marked *
are mandatory fields. All other fields are optional.
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Add Mew Licence

Licence Details

Type* - D Ciaa® ot 181 "
Classdaation S - saue Date ® -

Idrithcaban Mumber * Expiry Date =3

Holdes Mg Rerveved! Dale =~

Dascripson:

Cornditaznd:

Commants

Isuing Body Details

tepang Body:® reof 52t *

Emy
Fax
DOME
Wiorkfitw Statut
Creaned By Created Date
Miochifiend By Modified Date
Cancelied By Canceled Date

To edit a licence, select the row and select Edit, OR double-click the row. To move to the next entry
(if you have more than one record) use the arrow buttons at the bottom of the window.

To delete a licence, select the row and select Delete.

ConnX is configured to Send Licence Expiry Reminders 30 days before a licence is due to expire.
This notification is sent to both you and your Manager.
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Medical Conditions

This section is voluntary, and in the event of an accident, enables your manager, supervisor and
Human Resources to quickly view any existing medical conditions if entered into ConnX. You may
have already provided this information when you started your employment. Please note this has not
been entered into ConnX and is stored on your HR file only.

If your information changes or a new medical condition occurs, it would be appreciated if you could
keep this information updated in ConnX to ensure we are able to advise ambulance personnel if it is
ever needed. We will check ConnX first for any medical conditions you have entered, and then refer
to your file if there is no information in ConnX.

To enter your medical conditions, open the Medical Conditions page via My Details > Personal
Information > Medical Conditions. A screen similar to the following will appear.

Medical Conditions for Archie Bourke + 72 @

Drag a column header and drop it here to group by that column

Category Type Date Description Treatment

Y T BY Y

Result of specific physiologic changes that occur within the
Condition Migraine Headaches 01/01/2019 brain and lead to the characteristic pain and associated Medication
symptoms of a migraine.

C Refresh ®

Page 10f1,items 1o 10f 1

To add an entry, select Add, and select the most appropriate category from the drop-down list. Type
in as much information as you wish to volunteer to the organisation.
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Add New Medical Condition X
Category:* (not se) .
Type:®

Description of condition:

Treatment of condition:

Date: =

Attachments:

Select

Drop files here.
Remaining Files: 1
Maximum File Size: 100MB

You can also delete any out of date medical conditions by selecting the entry and then selecting
Delete.

Previous Employment

You can enter previous employment information into ConnX if you wish.

Go to My Details > Personal Information > Previous Employment. A screen similar to the following
will appear.

Previous Employment for Archie Bourke + 72 @
Drag a column header and drop it here to group by that column
Company Job. Industry Start Finished Attach Document 1
Y Y Y B2Y BY
DEFG Company General Manager Sales Hospitality 11/12/2017 10/12/2019
ABC Company Senior Sales Excutive Hospitality 10/12/2010 10/12/2017

C Refresh ® =

Page 1of 1, items 1t0 2 0f 2

To add previous employment, select Add, and a window will appear prompting you for data. The
fields marked * are mandatory fields. All other fields are optional.
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Add New Previous Employment %
Company:*

Attachments:
Job Title: m
Industry: Drop ﬁlfas he_re.

Remaining Files: 1

Location: Maximum File Size: 100MB
Start Date: *
End Date:
Comments:

Information can be deleted by selecting the relevant employment history entry and then selecting
Delete.
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Qualifications

You can enter details of your qualifications into ConnX.

Go to My Details > Personal Information > Qualifications to view this page. A screen similar to the

following will appear.

Qualifications for Archie Bourke

Drag a column header and drop it here to group by that column

Qualification

Major

Expires Comments

Y Y 2Y
Hu Re
Masters pman Resoures 01/01/1992
Management
First A General First Aid 05/01/2010
Certificate
Licence Car 08/05/2014
VehicleRego  Car 08/05/2014

- . Workflow e
Finish Duration Course Detail _ Institution
Status
BY Y Y h ¢ Y Y
4 Full u f
23/11/1995 Y Approved niversity of
Years  time Queensiand
Ful
05/01/2010 1Day Approved Red Cross
time
08/05/2014 Ful Approved Queensland
time Transport
Full
Y Approved Rego
time

BY A g

05/01/2011

15/05/2014

05/06/2014

B B

C Refresh

Page1of 1, items 1to 4 of 4

To add details of a new qualification, select Add, and a window will appear prompting you for data.
The fields marked * are mandatory fields. All other fields are optional.
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Add New Qualification X

Qualification: * (not set) r
i
Major: (not set) M

Institution: (not set) v

Date Started:*
Date Completed:
Date Expires:
Duration: ®

Type:” Full time v
Cost (3):

Comments:

Attachments:
Select

Drop files here.
| Remaining Files: 1
{ Maximum File Size: 100MB

If your organisation has the ConnX Learning and Education module, this screen also displays
qualifications you have gained from completing courses.

ConnX is configured to Send Qualification Expiry Reminders 30 days before a qualification is due
to expire. This notification is sent to both you and your Manager.
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Skills

You can enter details of your skills into ConnX.

Go to My Details > Personal Information > Skills. A screen similar to the following will appear.

Skills Register for Archie Bourke

Drag a column header and drop it here to group by that column

Description Skill Level Date Achieved

Workflow Status

Teamworking

Data Entry

Y Y 2Y

The willingness and ability to work co-

operatively and collaboratively with others

and the versatility to take on different work Builds Team Effectiveness 10/12/2018
roles. It includes the ability to adapt to work

with a variety of situ

Is able to complete data entry with minimal
supervision

Advanced 10/12/2018

CRM Beginner 10/12/2018

Approved

Approved

Approved

C Refresh m =

Page 1of 1, items 110 3of 3

Select Add to enter the details of the skill, such as the Skill Category, Skill, Skill Level, and study Type

must be entered.

Add New Skill

Skill :
Category: AV Skill o
K Balance Sheets

(®) Yes
Skill
Level: No
Date —
Achieved: = 10/12/2018
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Visas

You are able to record the details of your visas on the Visa page in ConnX.

Go to My Details > Personal Information > Visas. A screen similar to the following will appear.

Visas +)(TY

Dvag 3 column header and arop it here to group by that column

Classification Holder Name  Sponsor Issue Date Expiry Data Conditions Renawal Data Statws

¥ T T s T v B Y 2 Y v G x T

Dept

Immigration

Residency Permanent 1231414141 A Bourke 07/01/2016 Current Approved

and Border
Protection

C Refresh R B

Page 16f 1, items 1101 of 1

To add a visa, select Add, and a window will appear prompting you for data. The fields marked * are
mandatory fields. All other fields are optional.
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Add New Visa ES

Type: ™ (0% set) . Idenitification Mumber *

Clagsificatsnn: Issue Data *

(mot set) v
Holder Hame: Expiry Date
Spongon Rerewal Date:

Status:*

Dascription:

Conitsrg:

Camments:

Issuing Body Details

Issuiing Body:® {reat 528} .
Addiess:

Website: Emask:

Phans: Fas:

Nates:

Attachments:

| Drap files here
i Bemaining Fibes: 1
{ Mgimum Fide Size: T0OME

Workflow Status:

Created By: Crested Date:
Medified By Medified Date;
Canceled By; Canceled Date:

To edit a visa, select the row and select Edit, OR double-click on the row. To move to the next entry
use the arrow buttons.

To delete a visa, select the row and select Delete.

ConnX is configured to Send Visa Expiry Reminders 30 days before a visa is due to expire. This
notification is sent to both you and your Manager.
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Tasks/Reminders

Tasks can be set up in ConnX with or without a reminder.

Go to the Task/Reminders Icon in the top right corner of your Navigation bar u A screen similar
to the following will appear.

Tasks/Reminders for Archie Bourke + £ Y

Drag a column header and drop it here to group by that column

Title Category For Status Due Date Completed

Y T Y Y 8Y 8Y

Activate User Account Goldie Goldfinger In Progress 26/07/2014

C Refresh » =

Page1of 1, items 1to 1 of 1

Select Add to create a new task or reminder. A screen similar to the following will appear.

Add New Employee Task x
Title: * Reminders:
Descripon: sy = = E B 7 UM E@-D-O--@ s
Repeat: No
Frequency: Every Days v
End:
m £ HTML Words: 0 Characters: 0
aegegy (not set) i Outcomes:
DDt PEEEB/UGITER-D-C-¢-E
m 4% HTML Words: 0 Characters: 0
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Enter the Title, and any other details of the task that you wish. To set up a reminder for this task,
enter the date for the reminder to start and set the frequency preferences. Select Save.

If you have set up a reminder, a notification will be shown in the top right corner of your Welcome

If you have completed the task, highlight the task and select Complete.

Pay Details Section

The PAY section contains information specific and personal to you.

This includes:

. The bank account/s you have supplied, including the split if more than one account
. Your pay advices (pay slips)

. Your payment summaries

. Your tax details

chn \, My Team My Details Leaming Performance Timesheets Company Info Recruitment WHS Reports HR Admin Admin

Welcome Arc|
PERSONAL INFORMATION PAY MESSAGES & APPROVAL WORKFLOW FORMS
. . Personal Details Bank Accounts Message Inbox Travel Request
QUICk LI n ks Employment Details Pay Advices New Message Study Grant Application
Employment Details - Award Payment Summaries Workflow Approval Inbox Change of employee name
Interpretation Tax Details Workflow Approval Outbox Employee Referral Ferm
Additional Info Training Attendance and
ﬂ Evaluation
_ Calendar
Calenda Leaw ) LEAVE PLANNING Salary Sacrifice Change form
Redirect Approval 5 . .
uperannuation Details Change
9&?\ 8‘ Work Schedule Leave Application - New Introduction to Planning Notice of Availability
. Leave Applications - Current -
Vacancies Incide Disciplinary Events Career Path CPD Completion Record
Leave Applications - Previous Record Additional Hours
Documents Development Plan
SO0 G0 Employee Notes Leave Balances Planning Dashboard Notice of Resignation or
| Retirement
Department  Positic Emergency Contacts Leave Dashboard
O Items Register Leave History
. Licences Leave Report
Suggestion Medical Conditions
Previcus Employment
Qualifications
Skills
Visas
Expense Claims
News Headunes SIIE AWdIU> vveduier
Sydney Morming Herald - Business Sharing and Caring.... Brisbane QLD 4000 v
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Bank Accounts

The Bank Accounts page shows your bank account details as supplied to Payroll for your pay. If you
have multiple bank accounts ConnX will display the split between your nominated accounts (i.e. how
much pay goes to which bank account).

This section does not show you how much you received in any pay period. To see the amount that
was paid into each account you need to view your pay advice.

Go to My Details > Pay > Bank Accounts. A screen similar to the following will appear.

Bank Accounts for Pay Request Bank Changes

Drag a column header and drop it here to group by that column

BSB Code Account # Bank Name Account Name Type Pay Amount  Balance of Pay Pay Order
036-189 987887744 WBC BOURKE, ARCHIE Yes

084-293 818292839 NAB BOURKE ARCHIE 180.00 1
084-090 121213333 National Australia Bank Knight Zane 5000 2

C Refresh ® =

R L Page 10f 1, items 110 3 of 3

If your System Administrator has enabled it, you can change your bank account details from this page
by selecting Request Bank Account Change Details.

Request Bank Changes + 7 @

Use this form to notify payroll of a change of your bank accounts for pay. Note: all fields on screen need to be completed. You must complete this form by Friday of each week to have the changes reflected in your next pay.

BSB Code Account # Bank Name Account Name Type Pay Amount  Balance of Pay Pay Order
036-189 987887744 wec BOURKE, ARCHIE Yes

084-293 818202839 NaB BOURKE ARCHIE 180 1
084-090 121213333 National Australia Bank Knight Zane 50 2

C Refresh R B

Date Effective:* =)

Comments;

S

Select Add to add an extra bank account.

Select an entry from the webgrid, then select Edit to make changes to an existing bank account.
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Enter a Date Effective, then select Submit Request to send your requested changes to payroll.

4 If you have your pay going to multiple bank accounts, the
Balance of Pay column indicates where the remainder of your

ay will be deposited.
note 7 P

Only you can access this information.
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Pay Advices

This section gives you access to your pay advices. You can view and print advices as required.

Viewing Pay Advices
To view pay advices:

Go to My Details > Pay > Pay Advices, or select Pay Advices in the Quick Links on the Welcome
page.

This page displays summary information about your pay for each period (i.e. weekly, fortnightly, and
monthly).

Pay Advices

(i) Click the Period Ending date to view pay advice details

Hover the mouse over the Period Ending date to view this pay figures.

Drag a column header and drop it here to group by that column

8Y Y Y Y Y Y Y

06/11/2016 1 Timesheet 93248 1,195.48 93248 1,195.48

t 93248 1,195.48 3564252 4569052

12/03/2015 1 Timesheet 93248 1,195.48 3471004 4449504

1,195.48 3377756 4329956 ~

C Refresh ) =]

05/03/2015 1 Timesheet 93248

Page10f 1, items 1 to 53 of 53

g ConnX System Administrators can configure the ‘Pay Advices’
page so the ‘Net Pay’ and ‘Gross Pay’ columns are hidden. This
N-(;I'E page can also be configured so that a tool tip appears when

hovering over the ‘Period Ending’ date, containing the net pay
and gross pay for that pay advice.

Click on the Period End Date on the left-side of the advice you want to view your pay advice. This
will open the Pay Advice in full so you can see all details.

Only you can access your pay advices.
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:
Pay Advice for 19/03/2015 (#1) Pt X
Emgioyre. BOURKE, ARCHIE
Address: 12 MOMES STREET
PORT ADELAIDE
5k 501%
Job Clpas.: il MANASER
Empizar: ABE Compary Py Ltd ABN: 43105122188
Fenod Erd: YOS o YRAORTIOLS Penad Durgs: T Pary Dade: 240372005
Flaurs Rate [ Perc Arsunt
I { Pavl 38.00 . 32 8442 L.240. 48
3800 1,240.48
e Uidis
ANA SUPER TAl SAC § 4500 B
Banking
038189 SETEATTH BOURKE, ARCHIE R
5 " Tha Pay Panad to Date Yaas b5 Data
ANA SUPER TICH, §.5% C 117.85 Imass 4.42% 81
Leave in Days as at 12/03/2015
Entitlement Total
1184
036159 BETEATI4E BOURKE, ARCHIE -
5 ' Thai Pary Parssd 05 Dats Waar 15 Date
ANA SUPERANMUATION, 5.5% C 117.8% 35353 4 47%.81
Leave in Days as ot 12/03/2005
Entstlement Total
. 1358
5 Q.60
OO .08
This Pay IO This Pay bl
Taosbli Iacoand 115548 A5 550 53 5 e 18285 5,135,681
Addtong Afer Tax 000 200 Arrgal Salary 64,5000
5 LI5S &8 4% 550 57
= 263.00 -10.048.00
e T 0.00 200
— 93248 35,642.52

Printing Pay Advices

Printing your Pay Advice is easy.

1. Open the Pay Advice.
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2. Select Print at the top of the screen.
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Payment Summaries

Payment summaries show your total pay and deductions for the past payroll year.

Go to My Details > Pay > Payment Summaries to view a list of available summaries.

To view a summary, select the hyperlink in the Date column of the webgrid.

Select Print to send the summary to your printer.

Tax Details

The Tax Details page displays your information relating to how tax is calculated on your pay.

Only you have access to this page.

The information on this page is read-only.

Go to My Details > Pay Details > Tax Details to view this page.
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Leave Information Section

The LEAVE section contains information relating to your leave including:

. Your current leave balances

. Projected annual leave balances to a date you select
. Submitting a new leave application

. Withdrawing a leave application

. Your current and past RDO records (if applicable)

. Your leave history from payroll

conn <

Welcome Ard

My Team My Details Leamning Performance Timesheets Company Info Recruitment WHS Reports HR Admin Admin

PERSONAL INFORMATION

Personal Details

PAY

Bank Accounts

MESSAGES & APPROVAL

Message Inbox

WORKFLOW FORMS

Travel Request

QUICk LI n ks Employment Details Pay Advices New Message Study Grant Application
Employment Details - Award Payment Summaries Workflow Approval Inbox Change of employee name
Interpretation Tax Details Workflow Approval Outbox Employee Referral Form
Additional Info Training Attendance and
ﬂ Evaluation
Calendar -
Calendar Leaw Salary Sacrifice Change form
Redirect Approval LEAVE PLANNING 5 )
uperannuation Details Change
9&?\ 8‘ Work Schedule Leave Application - New Introduction to Planning Notice of Availability
. Leave Applications - Current .
Vacancies Incide Disciplinary Events . Career Path CPD Completicn Record
Leave Applications - Previous Record Additional Hours
Documents Development Plan ) ) )
ooo oo Employee Notes Leave Balances Planning Dashboard :C’t“ce of F:55'51"?“‘0” or
Department  Positit  Emergency Contacts Leave Dashboard etiremean
O Items Register Leave History
. Licences Leave Report
Suggestion Medical Conditions
Previous Employment
Qualifications
Skills
Visas
Expense Claims
News Headunes DI AWdAIUS vveduier
Sydney Moming Herald - Business Sharing and Carin Brisbane QLD 4000 v
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Leave Balances

The Leave Balances page shows you the amount of leave you have accrued. This page also allows you
to project leave balances.

Entitlement values are updated at the end of every anniversary year or when a leave application is
processed in the payroll system. Pro-rata values are updated every pay period.

Go to My Details > Leave > Leave Balances.

Current Balances

EBalances current as at 6/11/2016
Contract Hours: 7.60 HRS/DAY for 5 DAYS,/WEEK, 7.60 hours per day, 5.00 days per week

Applied For Applied For
(Approved)

Entitlement Prorata Taken Subtotal Total Conditions

Personal Hours 205.20 68.50 0.00 273.70 7.60 0.00 266.10  Conditions
Personal Days 27.00 9.01 0.00 36.01 1.00 0.00 35.01
Picnic Day Hours 760 0.00 0.00 7.60 0.00 0.00 7.60 Conditions
Picnic Day Days 1.00 0.00 0.00 1.00 0.00 0.00 1.00

Projected Balances

24122018 M Go
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Projecting Your Leave Balance

To calculate a projected leave balance, enter a date in the textbox at the bottom of the screen and

select Go. The page will refresh displaying the projected balances, as per your current employment
conditions.

Example Screen

Projected Balances

24/12/2018 [ Go

lied F lied F
Entiltement  Prorata Taken Subtotal Appli ot Appli o Total Message/Comments

(Pending) (Approved)

4 This information is view only.

NOTE Leave balances are updated at the end of every pay period.

Leave balances are current as at the last pay period

Your manager can view your leave balances

If your employment conditions change (that is, you change from
full time to part time) your projected leave balance will need to
be recalculated after the change occurs
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Leave Report

The leave report shows which employees in your department are taking leave and at what stage the
leave application/request is at.

Go to My Details > Leave > Leave Report. A screen similar to the following will appear.

Leave Reporting

Department | Production Shift A v |:I Include sub-departments |2| Show Pending Leave applications Reset

Show:| Both employees on leave and noton leave ¥ || Show Terminated Employees

. Annual . Long Service Leave Personal RDO . TOIL Other Pending Approval

<< Previous 4 weeks < Previous week Next 4 weeks >>

MTWTFS SMTWTFS SMTWTFSSMTWTFSSMTWTTFSS
Barone, Domlnlc(NZB]
Foxwell, James (Q05)

Plates, Daniel (NOT) EEEEEEEEEEEEEE
Sherwood, Louise (N29) EEEEEEEEEEN

Smith, John (W10)

Total on leave this page 1(1(2/2 /22 2|2|4|4/4/3 (2 2|2|2|2(2(2(1|1|1|0/0(0(0|0/0|jO/0/0(0|D|D O
Page: 1 Start Date: 10/12/2018 End Date: 13/01/2019

Use the “<” “>” arrows next to ‘Previous Week’ and ‘Next Week’ links to change the date by one
week, or use the “<<” “>>" arrows to change the date by four weeks.

If there are more than 30 employees in the department, the option of Next 30 employees > can
be selected from the header area to scroll through all of the employees in the department.

The legend at the top of the screen shows the type of leave approved or if the leave is still pending
approval.
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Submitting a New Leave Application

To apply for leave, you need to submit a leave application via ConnX.

To submit a leave application:

Go to My Details > Leave > Leave Application - New, or select Leave in the Quick Links on the
Welcome page.

Your current leave balance will be displayed so that you can check your balance. Remember that you
are able to forecast or project your leave balance for a future date by selecting My Details > Leave >
Leave Balances.

Any organisational conditions around leave types are contained within the “Conditions” hyperlink to
the right.

New Leave Application for Archie Bourke

What type of leave application do you wish to submit?

Please answer the following guestions and then click 'MNext' to continue.

Is this a single or multi day leave application?

Single Day Multi Day

Type Ent Prorata Taken Applied For Total Conditions

Annual 296.40 137.00 0.00 230,00 203.40 Conditions
Long Service 0.00 291.67 0.00 0.00 291.67 Conditions
Personal 205.20 58,50 0.00 7.60 26610 Conditions
Picnic Day 7.60 0.00 0.00 0.00 7.60 Conditions

Current as ar 6/71/2016

Select if the application is for one day or multiple days. If you select Single Day you will be asked if it
is for a Full Day or Part Day. If you select Multi Day you will be asked if the application includes
any part days.

After answering, select Next. A screen similar to the following will appear.

© 2008 - 2023 ConnX Pty Ltd 49 of 68



ConnX Initial User Guide for Employees

New Leave Application for Archie Bourke

When will you be taking this leave and for how long?

Pleaze complete all fields

First Day: 17/12/201% 3 December 2018 L

Monday  Tossday ~ Wednssday — Tharsdasy Friday Saturday Saneay

Last day: 28/12/2018

Leave Type: Annuzl A

Leave Reason: Annual Leave v

Confirm Availability

\/ Awailability confirmed. Please click the "MNext’ button to
continue.

Christmas Boing
Day (Al Day (All)
1 2

n Mot Warking n Warking Pending Agproval . Public Haliday
Special lays baraal l Long Semvice Leave Persanal
. T Caher Learring Classes

Enter the First Day of the leave by either: 1) selecting the date on the calendar (use the blue arrows
to go to the correct month); 2) use the drop down arrow to select the date from calendar; or 3) type

in the date.
Enter the Last day of the leave.
Select a Leave Type and a Leave Reason.

Select Confirm Availability. The system then checks to ensure you have a sufficient leave balance. If
you don’t have enough leave you will receive a message saying “Not enough balances for this leave
type”. You may need to submit two leave applications for different leave types if you receive this
message (e.g. paid leave and unpaid leave).

Select Next. A screen similar to the following will appear.
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New Leave Application for Archie Bourke

Please finalise your leave application

Check the summary on the right hand side to ensure your application iz correct.

Recommence date: 31/12/2018 Application Summary
Total Hours off: &0.80 Work Pattern: Mondzy to Friday
Pay: Paid per Pericd ¥ First Day: 17/12,/2012
Comments: Last Day: 28/12/2015

Leawe Type: Annual

Leave Reason: Annual Leave

e Number of Full Days Off: 2

Attachments:

Number of Hours Off: 60.20

Number of Leave Hours Used: E0.20000000

! -

E Crop files here.

! Remaining Files: 1

E Mazimurn File Size: 100MB

Brevious Submit

The Recommence date will populate automatically if you have been set up with a work pattern.

The Total Hours Off will populate automatically if you have been set up with a work pattern.

“Pay” means how you would like to receive the payment for leave. Use the dropdown box to select
your preference (if enabled).

Enter any comments you would like the approver/s of your leave request to see. Select Submit. A
screen similar to the following will appear.

View Workflow Outbox View Current Leave Applications

/ New Leave Application submitted ok.

The below table lists who is to approve the new leave application,

Level Employee Status Notified Approved

1 Zack Zachary Pending Approval 11/12/2019

ConnX sends messages to the person/people who review your leave requests advising that an
application has been submitted for consideration. Your leave reviewer/s can edit your application
before it is approved if you need to change the leave application details e.g. dates.

A message will be sent to you based on your message preferences on the My Details > Personal
Details page when the leave application has been approved or denied. Please check the leave
application for changes once it has been approved.
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Current Leave Applications

The current leave applications page shows the status of your leave applications that have not yet

been paid.

To view your current leave applications:

Go to My Details > Leave > Leave Applications - Current.

To view the full details of an application, select the application in the table and the details will

populate at the bottom of the screen. Under the heading Approvers, you are able to see the

approvers for this leave application.

Current Leave Applications for Archie Bourke

e heador and diop It her 1o group by that cobamn

Type Reason
T T
Approved Annu Annual Leave
Approved Annu; Annua Leave
Pending Approval Annuzl Annual Leave
Approved Annu; Annua Leave
Pending Approval Annu Annual Leave
M4 M
Leave Application Details
Status: Pending Approval
First day off: Monday, 17 December 2018 Start time off:
L=t day off: Friday, 28 December 2018 End time off:
Mumber of full days
off: 2
Mumber of Hours Off. 50.80
Leave Hours Used: G0.E0

Recommence work

data: Monday, 31 December 2018
Leave Typs: Anewsal

Leave Reason: Annual Leave

Relationzhip:

Leave with or without

pay- F P = Paid per Period. U = Unpaid, A = Peidin Advance)

Iy commentz:
Certificate availablz:
Cost Account: 50-80 : 5A Finance
Payrall Comments:
Date Entared:
Submitted By:
Period End Dater

‘Wednasday, 11 December 2013 02:4534 AM
Archiz Bourke
Sunday. 23 Decsmbear 2018

First Day Last Day Period End Withdraw HR/Admin Comment
EY EY EY T
22/0472010 26/0472010 28/0472019 =
18/0472019 2170472019 2170472019
17122018 281272018 231272018 ‘Withdraw
02/09/2014 02092014 30/09/2014
16/04/2014 01/05/2014 30/0472014 M
(@ Refrash ] =
Page lat 1, iems 1o 8 ot 8
Approvers
Level Approver Status Date Actioned Comments
Zack Zachary Pending Approval
Document Attachment
Attachments:
Select
Drop files hers.
Remaining Files: 1
Makdrmum File Sze: 100ME
HR/Payrall Comments
Comments:
g

Employee, Supendsor, Manager can ses comments
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Withdrawing a Leave Application

If a leave application is still pending approval you are able to withdraw the leave request. You may
need to do this, for example, if your requested dates have changed and you need to submit a new
application with the correct dates. If your leave application has already been approved you need to
ask your leave reviewer to rescind the leave application on your behalf and then a new leave
application needs to be submitted for approval.

Go to My Details > Leave > Leave Applications - Current. A screen similar to the following will appear.

Current Leave Applications for Archie Bourke

First Day Last Day Period End Withdraw HR/Adrmin Comment
i Y T =5 2Y 2Y h
Approved Annug Annual Leave 2210472019 26/0472019 230472019 =
Approved Annuz Annuad Leave 180472010 2170472010 240472010
Pending Approval Annuzl Annuzl Leave 17122018 2811272018 31272018 "Wthdraw

s 2001 4

Hover over the relevant application and select Withdraw.
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Editing a Leave Application

You are unable to edit your application once it has been submitted. Your leave reviewer can edit the
application whilst it is pending approval. Once a leave application has been approved, only your leave
reviewer or a ConnX Administrator is able to rescind the application allowing you to submit a new
application.

Previous Leave Applications

Once a leave application has been processed for payment it is then moved to the previous leave
applications area.

To view previous leave applications submitted via ConnX, go to My Details > Leave > Leave
Applications - Previous.

Leave History
Any leave that has been paid to you will be listed in this area.

To view your leave history, go to My Details > Leave > Leave History.

RDO Records
RDO balances are displayed as part of the Leave Balances screen.

To view your RDO Balances, go to My Details > Leave > Leave Balances.
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Current Balances

Balances current as at 30/11,2016
Contract Hours: 7.50 HRS/DAY for 5 DAYS/WEEK, 7.50 hours per day, 5.00 days per week

Applied For Applied For

Total Conditions
(Pending) (Approved)

Personal Hours 20300 7335 0.00 36635 0.00 0.00 36635 Conditions
Personal Days 3907 978 0.00 4385 0.00 0.00 4885
Rostered Day Off Hours 632.00 0.00 0.00 632.00 0.00 0.00 63200 Conditions
Rostered Day Off Days 8427 000 0.00 8427 0.00 0.00 8427

Projected Balances
=) Go

View Historical RDO Records

The information on this page is read-only. To apply for a RDO, follow the standard process of
submitting a new leave application.

© 2008 - 2023 ConnX Pty Ltd 55 of 68



ConnX Initial User Guide for Employees

Messages & Approval Section

You are able to send and receive messages to and from any employee via ConnX from the

MESSAGES & APPROVAL section.

If you use email, it is recommended that email continues to be used to communicate with
colleagues. If an employee doesn’t have access to email, then messages can be sent and received via
ConnX, however the recipient will only see the message if/when they log into ConnX and check their

messages.

conn <

Welcome Ard

Quick Links

Calendar
e

Vacancies

Department

Q

Suggestion

@

Leaw

E

Incide

ool
Positi

My Team My Details Learning Performance Timesheets Company Info Recruitment WHS Reports HR Admin Admin

PERSONAL INFORMATION

Personal Details
Employment Details
Employment Details - Award
Interpretation

Additional Info

Calendar
Redirect Approval
Work Schedule

Disciplinary Events
Documents
Employee Notes
Emergency Contacts
Items Register
Licences

Medical Conditions
Previous Employment
Qualifications

Skills

Visas

Expense Claims

News Headunes

Sydney Moming Herald - Business

PAY

Bank Accounts
Pay Advices
Payment Summaries

Tax Details

LEAVE

Leave Application - New
Leave Applications - Current

Leave Applications - Previous

Leave Balances
Leave Dashboard
Leave Histary

Leave Report

STNE AWAIuUS

MESSAGES & APPROVAL

Message Inbox

New Message

Workflow Approval Inbox
Workflow Approval Outbox

PLANNING

Introduction to Planning

Career Path
Development Plan
Planning Dashbeard

vvedurier

WORKFLOW FORMS

Travel Request

Study Grant Application
Change of employee name
Employee Referral Form
Training Attendance and
Evaluation

Salary Sacrifice Change form
Superannuation Details Change
Notice of Availability

CPD Completion Record
Record Additional Hours
Notice of Resignation or
Retirement
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Received Messages

To check if you have received any messages in ConnX:

ol
Select the Inbox icon at the top of the screen Ras
Message Inbox.

, or go to My Details > Messages and Approval >

Message Inbox Delete Selected | Delete All

Drag a column header and drop it here to graup by that column

n Priority From Subject Entered Replied
Y Y Y =0 ¢ 27
a Vew NEW  Mediam Your Approval is Requested - Annual To/12/2010
Leave Application.
& | vew NEW e Your Approval is Requested - Other -
Leave Application.
= Your Aj | is Re sted - L
O | Viw NEW  Medium our Approval E Reduested -teng 10/12/2019
Service Leave Application,
& | vew NEW e Your Approval s Requested - Other -
Leave Application.
= Your Aj | is Re sted - A I
O | Viw NEW  Medium our Anproval = Requested - Annua 09/12/2019

Leave Application.
C Refresh ® =

Page Tof 1,items 110 5 of 5

Select View next to the message.

Message Detail € Back to Message Inbox

From:  System Message
Priority: Medium
Subject: Your Approval is Requested - Annual Leave Application.
Body:  Your approval is requested for the following Annual Leave application.
Employee: Louise Sherwood
Department: Production Shift A
Start: 18/12/2018
End: 28/12/2018
Days Off: 9
Hours Off: 67.50
Leave Reason: Annual Leave

Please login to ConnX to process this request. Thank you.
Entered: 10/12/2019
Replied: No reply sent. System message cannot reply

Once viewed, to delete the message select Delete Message. You can also delete the message from

the message inbox by highlighting the message and selecting Delete Selected. Messages will
remain in your inbox until you delete them.
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Sending a Message

To send a message:

Go to My Details > Messages and Approval > New Message.

New Message

To:

Subject:

Body:

Filter By Department:  Accounts Receivable v

Invoice #1234

Samantha Lowe

. Hi Sam,

Can you please advise when invoice #1234 will be
processed?

Thanks,
Archie

<A Send Message

L4

Select the person you wish to send a message to from the drop-down list. Use the Filter By drop-
down list to select a department first and then select an employee within that department if you

wish to.

Enter a Subject for the message, and type your message in the Body area. Select Send Message.

You can also send a message via Company Info > Employee Directory or from the Organisation Chart

employee list.
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Workflow Inbox

You may receive a message from ConnX advising that there is an action in your workflow inbox that
requests your approval or denial.

AX
To view your workflow, select the Inbox icon at the top of the screen , or go to My Details >
Messages and Approval > Workflow Approval Inbox. A screen similar to the following will appear.

Workflow Inbox (Approval List) Y
Process
() approve all (] Deny al
Approve? Comments Type Description Employee Start Date o Id

View Approve Deny Objectives Agreement New: Update all McChoice's Policies and Procedures to Connx Lauren Taylor 1168
View Approve Deny Enrolment Future St Johns Ambulance (25/11/2013) Admin User 1358
View Approve Deny Enrolment Future Evacuation Training (24/02/2014) Katie Cook 1479
View Approve Deny Enrolment Future Evacuation Training (24/02/2014) Jane Glover 1502
View Approve Deny Enrolment Future Evacuation Training (24/02/2014) peter Johnson 1505
View Approve Deny Enrolment Future Evacuation Training (24/02/2014) Jennifer Jacobs 1529
View Approve Deny Enrolment Future Evacuation Training (24/02/2014) 8elinda Smith 1536

To see more details, select View on the left side of the approval item.

If you agree to the workflow action, select the Approve radio button, enter any comments, enter
your password and select Process.

If you disagree to the workflow action, select the Deny radio button, enter any comments, enter
your password and select Process.
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You can also approve or deny the item from the View page.

Leave Application Approval

Employee Details

Employes:

Contract Hours:

Hire Date:
Department:
Check leave details:

Leave Application Details

First day off:
Last day off:
Recommence Date:
Number of full days off:
Number of hours off:
Leave Hours Used:
Leave Type:

Leave Reason:
Comments:

Paid Leave:

Certificate Available:
Cost Account:
Submitted By:

Date Submitted:

Back to WF Inbox Edit This Application

James Foxwell

7.60 HRS/DAY for 5 DAYS/WEEK, 7.60 hours per day, 5.00 days pe|
week

Friday, 20 August 2014
Production Shift A

Approve or Deny

Show Leave Report Show Leave History,

Tuesday, 18 December 2018
Wednesday, 2 January 2019
Thursday, 3 January 2019
12

91.20 System Calculated
91.20

Personal

Family

P (P = Paid ger Period, A = Paid in Advance. U = Ungaid)

70-30 : QLD Consulting

Archie Bourke

Tuesday, 10 December 2019 6:29:47 PM

Action: () Approve |
Comments:
Approvers

Level Approver
1 Archie Bourke

1 Franka Di Donella

Document Attachment

Attachments:

Select File

Date Actioned

Pending Approval

11/12/2019 10:02:00 AM  Approval forwarded to Archie Bourke

Crop files here.
Remsining Files: 5
Maximum File Size: 100MB

Workflow Out

box

When you perform an action in ConnX that requires approval, a record of the submission is kept in
your workflow outbox.

To view your workflow actions submitted:

Go to My Details > Messages and Approval > Workflow Approval Outbox.
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Workflow Outbox (Workflow submitted)

Workflow Outbox
Drag a column header and drop it here to group by that column
Status Type Description Comments Approved / Denied [
T T T T mY mY

From: 17/12/2018 To: -
Pending Approval Annual 257212018 Caye O 8
Approved Employes Skills CRM 10/12/2019
Approved Employee Skills Data Entry 10/12/2018

C Refresh [F

L} 4 » L Page 10of 1, items 1 10 52 of 52

Details for Selected Workflow

Drag 3 column header and drop it hers to group by that column

Level Employee Status Notified Approved / Denied Comments

1 Zack Zachary Pending Approval 11/12/2019

This will show a listing of any items that you have created and the current status of that item.

Status Meaning

Pending Workflow action has been sent to the next level and is waiting for

Approval approval.

Approved Workflow action has been approved.

Denied Workflow action has been denied.

Complete Workflow action (e.g., leave application) has been approved and has
been processed/paid.
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Company Info Section

The COMPANY INFORMATION section contains specific information about your company.
This section covers the following areas:

° Employee Directory

. Organisational Chart by Department

. Organisational Chart by Position

. Employee of the month (can have a different customised name)

° Company Policies (can have a different customised name)

. Approved Websites

. Ask a Question

) Trivia Questions

The Company Information section is primarily used for communication between the company and
you. For example, you can access new policies and procedures, and submit ideas and questions using
the “Suggestion Box” and “Ask a Question” functionality.

Company Info

COMPANY INFORMATION

Approved Websites
Ask a Question
Employee Directory
Employee Of The Month
Policies and Training

Org Chart by Department
Org Chart by Position

Report WHS Incident/Hazard
Suggestion Box
Trivia Questions
Wacancy Moticeboard
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Employee Directory

The Employee Directory is a listing of all employees/users that have been attached to a department.

The Employee Directory will show you basic contact details for employees matching your search
criteria. These details may include Department, Work Phone Number, Mobile Number and Email
Address. You can also view photos if these have been loaded into ConnX.

To search the Employee Directory:

Go to Company Info > Employee Directory, or select Employee Directory in the Quick Links on the
Welcome page.

Employee Directory

Drag a column header and drop it here to group by that column

Image Surname First Name Mobile Work Job Description

T R
-~ Se B SNR BUSINESS
5K Applegate Sarah Sales & Marketing 1818181 0414 885 888 sarah.applegate@abccomp: o Do e
0\ Development Manager DEVELOPMENT MGR
[ ) Distribution Team Leader
Badger Simon Project Brisbane 07 5612 7489 Simonb@yahoo.com.au

ab - Brisbane

‘-. 5 Production Worker -

€ Barone Dominic Production Shift A 3208 4555 0415 987 789 dominic.barone@abccompz Shift A - Casual PRODUCTION WORKER 4 Send Message
-

p Bates Jonathon Administration 029300 7846 0444 258 369 jonathon.bates@abccompal  Administration Manager :Aimx\g?;mw

C Refresh ® =

Page 1 of 4, items 1 to 30 of 92

You can search the Employee Directory by surname, first name and/or department by entering a
search term into the field at the top of a column, then pressing Enter. You can also perform partial
searches, for example ‘Search for employees whose surname or name starts with A’.

From here you are can send a message by hovering over the relevant employee and selecting Send
Message on the right side of the screen.

© 2008 - 2023 ConnX Pty Ltd 63 of 68



ConnX Initial User Guide for Employees

Org Chart by Department

The Organisation Chart is a departmental based chart which uses the information that has been
previously established by your ConnX System Administrator. This is not a full positional based
organisation chart, but it will enable you to find managers and list employees (including contact
details) in departments. You can navigate up and down the chart, but you can only have one branch
open at any time.

To display the Organisation Chart:

Go to Company Info > Org Chart by Department, or select Department Chart in the Quick Links on
the Welcome page.

Organisational Chart Display Options

There are three options to control what is displayed on the organisational chart.

Start At

Allows you to specify the department the organisational chart should start with.

Organisational Chart Export Org Chart to Visio

Start At| Chief Executive Officer Expand All Departments Show Position

- Zack Zachary
il .
%8y (MANAGING DIRECTOR)

Expand All Departments

Select this option to expand the entire organisational structure, displaying every department
underneath the selected department in the ‘Start At’ drop-down list. Clearing this option will
collapse the entire structure only displaying the department specified in the ‘Start At’ drop down list.
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Organisational Chart Export Org Chart o Visio

Start At| Chief Executive Officer Expand All Departments Showr Position

[ Chiet Exccutive Officer

Zack Zachary
VBV (MANAGING DIRECTOR)

(n] Corporate Services m] Finance

Kathieen Hanson Paul Evens Archie Bourke
; (CORPORATE SERVICES (FINANCE MANAGER) - (HR MANAGER]

MANAGER)

Gina Scarlott
(OPERATIONS MANAGER)

Organisational Chart Element

' ™) a R
e i R Chief Executive Officer List Employees in this
Department
\. J 8 =~
4 ™ iL‘ (MANAGING D|RECTOR} Show Manager’s
Show the sub- Details
departments \. J

To view a list of employees in each department, select the department’s name on an element. The
list will open in a separate window and will look similar to the following.

Employee List for Department

Employees for Information Technology

Total Employees: 4
Employee ‘Work Ph Mobile Position

Connor Mclntyre 3398 2645 0419 365 558 Metwork Administrator Send A Message

Elizabeth Costelle 32451245 0416 577 877 Project Manager BNE Send A Message
Mark Lu 33412560 0415123546 Database Administrator Send A Message
MNadia Jensen 3399 5124 0414 254 354 IT Manager Send A Message

© 2008 - 2023 ConnX Pty Ltd 65 of 68




ConnX Initial User Guide for Employees

Company Policies
To view the Company Policies:

Go to Company Info > Company Policies, or select Policies and Procedures in the Quick Links on
the Welcome page.

Select a folder and the files within that folder will appear on the right side. Click on each document
to view the policy or procedure.

Company Policies

Folders Files
¥ (3 Policies B
- Driving Safety.pdf
@ Payroll Policies
3 HR Policies First Aid.pdf
B Work Health & Safety s
Managing Health & Safety in Small Business.pdf

1 Workplace Relations

Office equipment Safety Policy.pdf
Policy - General pdf

safety Guidelines - Workstations.pdf

Safety in Kitchen pdf

suggestions for Improvement.pdf
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Approved Websites

The approved site page displays links to websites that have been approved by your organisation for
you to visit.

Go to Company Info > Approved Websites, or select Approved Websites in the Quick Links on the
Welcome page.

Approved Sites

Website Address Description

ATO www.ato.gov.au Australian Taxation Office

Centrelink www.centrelink.gov.au

ConnX WWW.CONMX.Com.au Website for this software

Department of Industrial Relations www.dir.gld.gov.au Queensland

MicrOpay www.micropay.com.au Payroll and HR software solutions

News WWW.NEWS.com.au Local, National & International News

Q2 Solutions www.g2solutions.com.au Developers of fine software solutions
Super SGL www.ato.gov.au/super/ Australian Taxation Office - Superannuation

Select the address or the website name and you will be automatically taken to the website.
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Trivia Questions

Trivia Questions are a general knowledge competition that you can participate in if you are
interested. The questions change each day and will give a score for each answer and keep a tally of
scores until the scores are reset by the ConnX System Administrator.

OR

The questions change each day and once the question has been answered correctly on that day, the
qguestion is then locked and the answer is displayed to all other users.

To participate in trivia questions:

Go to Company Info > Trivia Questions, or select Answer Trivia in the Quick Links on the Welcome
page.

Select Click Here to Show Question.

Trivia Questions

Seconds Remaining: 55
Trivia Question: Which Australian State allows the cultivation of opium poppies to produce drugs?

Your answer: ™

Submit Answer

< Previous Day

Enter your answer and select Submit Answer.

3 The answers are character sensitive. Alpha answers need to be in
title case, every word starting with a capitals letter. Numerical

answers are digits with no decimal points used.
NOTE
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