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Get-Started Guide — ESS and Leave Management

ePayroll's Employee Self Service and Leave Management features provide your staff access to payroll-related
data relevant to their employment, including:

e Payslips e Personal details e Banking details

e Pay history e Leave requests e Leave entitlements

In addition to having real-time access to this important information, your employees can also now perform a range
of administrative functions, such as update their personal information, print payslips and submit leave
applications. As shown below, employees can view their current payslip as well as all historical payslip data since
their employment start date.

Home T Timesheet I Requests I My Account

My Account Home \ Payship Change Password ]

Print Payslip | Payslip History

. Janette Francis

Recent Payslip £

Recent Payslips (Full Pavslip Histary

Pay Date Period

28/00/2012 01/09/2012 - 30/09/2012

29/08/2012 0L/08/2012 - 31/08/2012

27/07/2012 0L/07/2012 - 31/07/2012

20/06/2012 01/06/2012 - 30/068/2012

20/05/2012 0L/05/2012 - 31/05/2012
< | @
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As well as being able to update standard personal information such as their home address, phone number, email
address and emergency contact details, employees can change and update their own bank account details.

My Account Home [ Payshp T Change Password ]
All information with an asterisk * is mandatory.
Personal Details o Francis, Janette Personal Details
Personal Details ’ Family ame * : |F"“"‘;is
Family Name : Franas Home . Given Hame * H |.Jane1l;e
Given Name @ Janette Phone Middle Initial : Gender :
Middle Initial : Mobile .
Gender . 'E"'“'flbe' Birth Date : &
. mal .
Birth Date . Address . Street Address 1+ : 460 Church St
Street Address1 : 500 Jade rd -
Street Address 2 : Street Address 2
Suburb ¢ North Ryde In case of emergency Suburb* : [North Parramatta
State : ACT N . .
Postcode ;1212 '“m? a State * @ [NSW ¥ | Postcode* :
Count . Austral Relationship :
ountry H ustraha Phone . co“mry* : Australia
State Employed : NSW Mobil -
Occupation : obile ) State Employed

ePayroll’'s Leave Management feature allows your employees to manage and monitor their annual leave
arrangements, including the online submission of leave applications, along with keeping track of their leave
applications and receiving updates as the applications progress, as demonstrated below.

Home [ Requests I My Account I

Recent Leave Request ~
Period Hours Leave Type Status
10/02/2001 - 16/02/20LL  30.40 Annual Leave Pad
05/02/2011 - 09/02/2011 15.20 Annual Leave Paid
04/02/2011-05/02/2011 7.60  Annual Leave Processing

04/02/2011-05/02/201L  7.60  Unpaid Lve No Acc Processing

Leave Form Request

Employee Hame Biilly JEAM Reporting To Janette Francis (Director)
Position Marketing Created On 09022011

Type of Leave [annusiLeave v Status Newy

Last Day at Work 0/02/2011 & First Day Back to Work wo201L &
Comments

‘Working Days |1

Hours 760
|

Hote : The above estimate of annual leave hours and days to be taken need to be reviewed if there is a state or regional specific public holiday (2g Melbourne Cup Day or Show
Day) within the period leave is applied for, Al national holidays (eg Anzac Day, Australia Day) are included in the calculation once they are gazzetted. Please adjust the leave
applied it needed.

Submit Leave Form
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The following example illustrates the calendar-based feature that employees can use to quickly and easily project
their annual leave balances in advance.

Home | Requests I MMy Account

Request Home T Leave Raster ] Prajected Leave

Project Annual Leave

i JEAM Billy | Current Annusl 560770 hrs
Project Leave for Leave Balance Calculate

Project From

Projected Annual Leave Hours 0
Project To 9/02/2011  [EH

LLI | February 2011 [
M T W T F 5§ 5§
1 L2 3 4 5 &
T T8 2w 1112 13
i 14 15 16 17 18 19 20
921 2 13 M 1 w1
w2

Employees can access their payroll details on their mobile from Blackberry or iPhone, allowing them to
conveniently perform all of these functions anytime and anywhere.

Now Available

New ePayroll iPhone application!

This allows you to:

e Check payslips
e Apply for leave
e Check leave accruals

...all on your iPhone!
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