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Introduction

Welcome to FESA Employee Kiosk!
If you are a new user, or have not used the Kiosk for

From the Kiosk you will be able to:

e Update your personal information (eg. new address, new mobile number, etc.), which will
automatically update into the HR system;

e View your employment history to see what positions you have worked in, including your salary
history;

e View your leave history, including leave taken and future periods of leave.

e View your Leave Balance to see how many hours of Annual Leave, Personal Leave and Long
Service Leave that you have available. You can also calculate how much leave you will have in
the future,

e View and print payslips for the last 3 years; and

e View your end of year Payment Summaries.

This guide will take you through the functionality of this new Kiosk, and allow both new and current
users to use this program to its fullest.

Should you have any difficulties with the Kiosk please do not hesitate to contact the Employee Kiosk
Administrator at;

Email: employeekisosk@fesa.wa.gov.au
Phone: 9323 9417
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Logging into the Employee Kiosk from FESA

The Employee Kiosk button is located within the Application Links area of the FESA intranet. Clicking on
this will take you to the Kiosk front page.

mpower - Windows Internet Explorer |

@:J + | httpi/fFesanebjPages(Empower aspx ] [ [ [ |E2E
File  Edt View Favortes Tooks  Help & -
A I@Empuwer I_w fi - B - [rPage v (e v
e
]’:’m FESAweb [l sites v [8] Advanced Search

FESAweh prosis: sues findon s s sosn T

Vview All Site Content FESAweb > Empower
Portfolio

=R R e e R A e I i

= Community
Development

= Corporate Services

* Strategic Foicy & welcome to the (C empower
Executive Services .

= Operations employee k OSk

Resources
= Committees
= State Emergency
Management Welcome to the new "look and feel” Employee Kiosk. A ——
= Training
» Emergency Services The new "look a_rld feel" osk incorporates a different menu structure, ) > LOGIN
Lewvy (ESL) represented by icons and formatting changes. It includes the same functionality
= Geographic ?T' the previous Kiosk, however a formal payslip is now a part of these new
Information Systems features.
(c1s)
= Health Safety and Your current log in and pin details have not changed, but you must now enter
Welfare your full surname and first name (no shortened or abbreviated names). )
W Kiosk Contacts
= Westplans
= OMS Unit Before you log in for the first time with this new Kiosk, please have a quick read
| through the Ki ser guide to get a quick understanding of how to navigate
Discussion Groups and operate this new version of the Kiosk.
] Recydle Bin
Some of the features available to all employees are;
+ This new version allows you to print out your own payslips received over the
last year. New payslips will be available to you every Friday (pending normal pay
rui
1eck your Leave Balance, pending leave and browse through leave details.
Change your contact details quickly and easily, and
+ View your employment history including Position numbers and Cost Centers.
Remember: You only have 3 attempts to successfully log in to the Kiosk. If you
use your 3 attempts your access will be suspended. Please contact the System
Administrators for stance.
Download the
v
Dons & Local intranet F100% v

This page will be continuously updated to provide you with the latest news, upgrades, downtime etc. of
the Kiosk. This guide is also available to download from this page.

Click on the Login button to commence your Kiosk session.
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Logging into the Employee Kiosk from outside of FESA

To access the Employee Kiosk from outside of FESA you will need to go to the main FESA Website at
www.fesa.wa.gov.au. The link to the Employee Kiosk will be found under the “Our People” section.

Fire & Emergency Services Authority of Western Australia

OUR VISION: A Safer Community

Contact Us | FAQ | Search

; Welcome to FESA
About FESA

Contact us

MNews & media

Safety merenc AIB .- Cyelone

Hazards EMART
/ Essential community information
State emergency
management Getseriaus
EECA cEryices THE Fire and Emergency Services Authority of Western Australia abouthome
(FESA) and associated volunteers respond to & wide range of fire safety
Emergency Services emergencies including fire, cyclones, starms, floods, road accidents,
Lewy (ESL) chemical spills and earthguakes as well as undertaking search and
rescue operations an land and water, m Up to $50,000
Our people reward
Jobs & recruitment We alzo aim to reduce injury, loss of life and destruction of property in . — .
our community through proactive measures. FESA helps the West Eite Alarm Monitoring Services »>
Volunteers Australian community prepare, prevent fwhere possible) and respond el e et
Young people safelyto disasters. Communities Awards ==

Publications This site best wiewed using Microsott Internet ExplorerS.0 or abowve Mew Ferth Fire Station »>

at 1024 x 762 resolution.

Related sites

Disaster relief assistance ==

More newvws & everts

This will take you to the Employee Kiosk webpage, which is identical in design to the internal page.

Alternatively, you can go to https://employeekiosk.fesa.wa.gov.au. Please be aware that you will have to
type in https:// or you will not be taken to the web page and will receive a “page not found error”.

Once you have arrived at the Employee Kiosk webpage, click on the Login button to commence your
Kiosk session.
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The Login Screen

Empower-HR v9
(N I T

Surname Given Name Password

® Forgot Password

Please enter your surname, full given name and password to begin. Your surname and given name are
not case sensitive.

Please Note, you only have 3 opportunities to enter your password correctly. If this is entered
incorrectly 3 times your Kiosk account will be suspended. If this occurs, please email the Kiosk
Administrator on employeekiosk@fesa.wa.gov.au who will reset your password and email a new
password to you.

If you have entered your password less than 3 times, please utilize the “forgot password” function at the
bottom of the login screen.

This function will then email to your FESA email address a new password. Please note, for this function
to operate you must have your FESA email address entered in the Kiosk personal details business email
field.

When you receive a new password, or have used the ‘forgot password’ function, the password
generated will be random letters and numbers. It is recommended that you change this password once
you sign back in again.
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Forgot Your Password?

If you have forgotten your password and have attempted to log in less than 3 times, you can click on the
“forgot password” link in the bottom right hand corner. You will be presented with this screen.

Forgot Password

=

Subrnit

Forgot Password

If you have forgotten your password, confirm your identity below.

A new password will be generated and sent to your Business Email address.

Surname: || |

Date of Birth: pp jmreyy The date must like DD/MMM/YYYY

Enter in your surname and your date of birth in the format shown below. Once you have entered your
information, and it is correct, the Date of Birth Bar will be highlighted green, as in the example below.
Then click on the submit button in the top left hand side.

@ Forgot Password

s

Submit

Fn Password '

If you have forgotten your password, confirm your identity below,

A new password will be generated and sent to your Business Email address,

Surname: o yalker

Date of Birth: 05/02/1968

Shortly after you have clicked submit, and as long as your FESA business email address is entered into
the Kiosk, you should receive an email supplying you with a new password.
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Employee Kiosk Main Page

/= Self Service :: Welcome Luke - Microseft Internet Explorer provided by FESA ZF

6’9 v | hittp: fffhghrm0z {Empwr TESTfhome.do V| .‘.', x |'_ e Search | '6 -'

Links [4] Self Service Sign on

* Eﬁ r@Selfﬁervine::\'«'eio\:-rrleLuke | ‘

Empower-HR

Welcome: Luke Skywalker { 099999 ) :: Sign Off
Employee & Welcome Luke

» Ciperator Message
5 System Message
Personal Detals Leave Defals View Payslip
[ Appbcstions |
a Employment

B
5 pay

(D&l D& @
@

Home

|
Employment

Leave

Pay

The icons shown allow you to navigate to any Kiosk area regardless of the screen you are currently
looking at.

The Icon on the left will activate once you have navigated to a different screen. It is a drop down menu
that will take you to your Employment, Leave or Pay screen details.
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@ I P

Perzonal Details Leave Details View Payslip

These are the primary icons that will display the Kiosk information.
The Personal Details button will take you to your personal details. Here, you can change your address,
phone numbers etc. This information will then be automatically uploaded to the HR system — saving you

a call or email to Payroll.

The Leave Details button will take you to your leave screen which will display your leave balances,
bookings, any future leave details and leave history.

The View Payslip button will take you to your current payslip details. From here, you will be able to view
and print all payslips from the last 3 years.

You can also access your information via the applications menu.

The applications menu has several more options available to you. While some are similar to the ones
mentioned above, the information provided in these options is generally more detailed.

e C(Clicking on employment will allow you to view your entire employment history at FESA.

e C(licking on leave allows you to view any pending leave, as well as check all leave balances and
leave history.

e Clicking on payslip will take you to your current payslip.

Below is a break down of all the options. These will be explained later in greater depth.

a Employment a Employment a Employment
&P Employee History 9 Leave 9 P
9 Leave Details
Leave
9 Ep Leave Balance @ o
@ Pay B Payslip
@ Pay
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Personal Details

&

Perzonal Details

{2 Self Service :: Personal Details - Microsoft Internet Explorer. provided by FESA

@‘5_) - |@ http: fifhghrmOz fEmpur TEST/PD-entry. do due | ;*", i X |'—i‘-""- Search

File Edit Wiew Favorites Tools  Help
Links > %Cunvert + [0 select

<4
]k E% ‘@SE\F Service 11 Personal Details ] ‘

Empower-HR

& u @ @ = ?J’} Page - -‘-O Tools =

Welcome: Luke Skywalker { 099999 ) :: Sigl’! Off

Employee & Personal Details

Refresh Update Change Password
General Addresses Contact Emergency Skills

Preferred Name: | .

Gender: m
Birth Date: 5Feb 1958
Status: Currently Employed
Start Date: 1Jan 2003

The personal details screen is accessed by clicking on the above button.

From here, you can change your address details, contact details, emergency contact details as well as
changing your password. The skills tab is not currently in use in this version. When you change
information here, it will be updated into the HR system automatically.
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Tabs and buttons of the Personal Details Screen

< H N

Refresh Update Change Password

e Refresh — this button will revert back to your last update. This feature is useful if you’ve made
several mistakes and haven’t updated yet.

e Update — this will save any changes you have made to your personal details. After you have
updated, the information will flow into the HR system. You may move your way through all the
tabs and then save, however it is better to save as you go. Upon pressing the update button,
you will be shown the following message;

0 successfully Updated vour Details

e Change Password — this will take you to the change password screen.

a Change Password %

Cwrrenk: ====
m EXERTTRAE

You must always change your password from the default password. A preferred password will
have combination of lowercase, uppercase, numbers and at least one alternate key.
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General Addresses Contact Emergency skills

These tabs will allow you to browse your current personal information and make any changes that you

need to.
General Tab

General Addresses Contact Emergency skills

Preferred Name: || .o

Gender: m
Birth Date: 5Feb 1963
Status: Currently Employed
Start Date: 1Jan 2008

The General Tab is the first active tab that you will see when you enter into your Personal Details. From
here, the only thing you can currently do is change your preferred name. Your preferred name is not
your nickname.

Once you have made any changes, do not forget to click on the update button.

Addresses Tab

General Addresses Contact Emergency skills

Ll nn—————

Address: g Death Star Terrace Address: g Death Star Terrace
Suburb: iNoIIamara | Suburb: \glamara |
! |
State: \ya State:
Post Code: 5051 Post Code: 5551

From here, you can change your private and postal address.
When you type in the suburb bar, the Kiosk will automatically try and match that suburb with the state
and post code. If the suburb is not accepted, it may not be included in the database. In this instance

please contact one of the Systems Administrators.

Once you have made any changes, do not forget to click on the update button.
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Contact Tab

General Addresses Contact Emergency skills

S
Business: Business:
Personal | goq0 gagn Personal: 5905 093 903

I I ——
Business: Business: |;-.id, goyder @fesa.wa,gov.al
Personal Personal: | esiywalker @deathstar.com

From the contact tab you can change your phone, fax, mobile and email details.

When you first log in, it is important to ensure the business email address contains your FESA email
address. This will allow the “Forgot Password” function to work.

Once you have made any changes, do not forget to click on the update button.

Emergency Tab
General Addresses Contact Emergency skills
Name: parth yader Name: | c=h organa

Relationship: |Father v_| Relationship: |Sisher v.|

Address: og gper Star Destroyer Lane Address: 534 gecpin Cirle

Post Code: gnnp Post Code: 5nnp
Country: |a strafia Country: | stralia
e

Personak 17111111 Personak 11171111
Business: 3737 2722 Business: 37372322
Personak: 3332 333333 Personak 333z 333333

The emergency tab will allow you to update your emergency contacts information. It is imperative that
you keep this information up-to-date.

Once you have made any changes, do not forget to click on the update button.

Skills Tab

This tab is currently not in use.

Personal Details — A quick review

The Personal Details screen is simple to use and allows you to ensure that all your personal details are
current. If you ever have any issues trying to enter any information, please do not hesitate to contact
your Systems Administrator.
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Leave Details and Leave Balance

Leave Details

a Employment 9

Leave Details

9 Leave Details
g,"-' Leave Balance

@ Pay

Clicking on the leave details in either of the above screens will take you to a screen where you can view
all of your leave details.

Empower-HR

Welcome: Luke Skywalker { 099999 } :: Sign Off
Employee 9 Leave Details

D& %

o S T F— Leave History from 25 May 2006
Leave Type i Days Options: [v| Annual Leave | Sick Leave | Long Service Leave | Other Leave
Leave =

Annual Leave Loaded -285.00 Leave Type = Start End Amount Units

e e e St Fersoml Leaue 5 Jan 2009 & Jan 2009 15.00 hours
Cumulative :
Soywa Leave 32 Dec 2008 29 Dec 2008 112,50 hours
Loaded

Personal Leave

? 3 Aug 2008 8 Aug 2008 37.50 hours
0 items found, nothing to display. Cumulative
Atk leale 3 Jun 2008 3 2ul 2008 17250 hours
Loaded

0 items found, nothing to display.

This screen displays your leave balances as at the current pay period, any current bookings and your
leave history.
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Leave Balance

9 Leave Details
Qr Leave Balance

@ Pay

When you click on the Leave Balance button, you will be brought to the following screen.

Empower-HR

Welcome: Luke Skywalker ( 099999 ) :: Sign Off
Employee gr Leave Balance

D& 2
?

Leave Details

Enter Leave Balance Criteria
Leave Type Amount  Units Balance Date 12 Feb 2009 it
Annual Leave Loaded -117.44  hours Include LSt []
Personal Leave Cumulative 142,50  haurs Caleulate
Long Service Leave a0 days

Using the calendar to the right, you can calculate the leave balance you will have at any future date.
Leave Details and Balances — A quick review

The Leave Details and Balances screens allow you quick and easy access to view all of your current,

present and future leave bookings. The ability to determine future leave balance will assist you in
planning leave in advance.
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Payslip and Payment Summaries Details

Paylsip
Personal Details Leave Details View Payslip
A i T

a Employment

9 Leave
@ Pay

[ Payslip
@&, Payment Summary

When you click on the Payslip button, your payslip for the current pay period will be displayed.
Alternatively, you can simply click on the View Payslips button on the main page.

From the menu to the right of the payslip, you can browse through the year and month to find a
particular payslip that can then be displayed and printed by clicking the printer icon.

Empower-HR

Welcome: Luke Skywalker ( 099999 ) :: Sig“ Off
Employee .? Payslip

D& &
A

Current Payslip

2008
e
& Adobe Acrobat
F E S A The Adobe Acrobat plugin is required to

wiew the pay slips. If you do not have it,
b e e AL click here to getit.
Pay Advice Skywalker, Luke ( 099999 )

[Pay Period 15 Dec 2008 to 25 Dec 2008 Paid 25 Dec 2008 |

o Hours Emount ]
[ Normal Time 0.00 0.0a 331142 |
Deductions and Tax Amoun YTD

= T TEAZIO

523.14 Full Time Wrkfce Fin
|Resources.

B Fafarence
[Na0onal AusiTaia Bank EEEEE

FECENE]

Fire &nd Emergency Servicsa Authority
AEN: 39563851304
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Payment Summaries

[ Payslip
@&, Payment Summary

Clicking on the Payment Summaries will take you to the Payment Summary screen.

From the menu on the right hand side, you will be able to browse up to three years of payment
summaries. These can be printed by clicking on the printer icon or you can save them to your hard drive
using the ‘save as’ icon.

D& »a
@,

Current Payment Summary

BB& © ol el - H@ -

phane 13 26 61 betwesn & D0am and =] # 2008
&.D0pm{EST),
Monday to Friday, or
il o ato. gy

DapMontTe DapMoniYear

Adobe Acrobat
Fapdd o o e 9 The Adabe Acrobat plugin = required to view the pay sips. If
adapg YOU do not have i, dick here to getit,
Payee's tax file numbes 433058063 | TOTAL TAX WITHHELD $ | 17774 ‘ | A
Lump Sum Payments
o I P S
e  — R E—
oo  — R E—
e oo o e[ 9]
FET ysar Apri o 31 Marth
Allowances -

Allowances shown here are not included in Gross payments above.
The amountiz) must be shown separately in your tax retum,

Total 50
Deductions.
Workplace Giving 5%
]
2005 Empowrer Masterpay Ply Ltd 11 Self Service v 5.5, 1; Corer 212002
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Employee History

Employee History Screen
a Employment

Q‘P Employee History

By clicking on the Employee History button, you will be brought to the employee history screen which
will display both your salary and position history within FESA.

Salary History

From Up To Position Reason Packaoe Salary Rate Class LV

Manager - Payroll and

5 Feb 2009 Recdass 97332.00 50.04 agld 01
Human Resources,

IFeb 2009 4Feb 2009  Manader - Payroll and Redass 97382.00 50.04 gs 01
Human Resources,

93an 2009 1Feb 20pg Manader -Payrol and Relocate 97832.00 50.04 ga 01
Human Resources.

5Jan 2009 8 Jan 2009 Jedi Master Relocate 63621.00 32.52 als 01

1Jan 2009 4 Jan 2009 Jedi Knight Relocate 5362100 32.52 als 01

55ep 2008 31Dec 2008 Jediin training Redass 45271.00 23.14 agl2 01

nggg 45ep 2008 Jediin training Redass 4527100 23.14 gz 01

9 Aug 2008 9 Aug 2008 Jediin training Redass 45271.00 23.14 al2 01

8 Aug 2008 8 Aug 2008  Jediin training Redass 45271.00 23.14 al2 01

1Jan 2008 7 Aug 2008 Jediin training Redass 42017.00 21.48 gl2 01

From Up To Position Reason Eﬁﬂ_ Class Temp
5 Feb 2009 HT;';?”:;;DZ‘?‘E’Q'I' e Reclass 480 gs
2Feb 2009 4Feb 2009 HT;Z?”:;;DT:Q' and Redass 430 gs n
9Jan 2003  1Feb 2009 Hﬂ;‘;ﬁ”ﬂ;ﬂﬁgﬂ i Relocate 480 g8 n
5Jan 2009 & Jan 2009  Jedi Master Relocate o1 als n
1Jan 2009 4 Jan 2009  JediKnight Relocate 4004 als n
55ep 2008 31Dec 2008 Jediin training Reclass 430 al2 n

10 Aug 2008 4S5Sep 2008 Jediin training Reclass 430 al2 n
9 Aug 2008 9 Aug 2008  Jediin training Reclass 430 al2 n
2 Aug 2008 8 Aug 2008  Jediin training Reclass 430 gl2 n
1Jan 2008 7 Aug 2008 Jediin training Reclass 430 gl2 n
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Salary History provides a breakdown of your pay history, showing the effective date, position, salary,
hourly rate, class and level for each salary change.

roncie
From Up To Position Reason Package Salary Rate Class LV

5 Feb 2009 Manager - Payroll and Redass 97882.00 50.04 gs ot
Human Resources,

JFeb 2009 4Feb2opy  Manacel  Position Number: 009999 97382.00 50.04 gs 01
Human Reowrwso:

93an 2008 1Feb 2009 [Manager - Payrol and Relocate 97882.00 50.04 gs 01
Human Resources.

5Jan 2009 & Jan 2002 Jedi Master Relocate 63621.00 32.52 als 01

1Jan 2009 4 1an 2009 Jedi Knight Relocate 53621.00 32.52 als 01

55ep 2008 31Dec 2008 Jediin training Reclass 45271.00 23.14 agl2 01

1':'2’;;3 45ep 2008 Jediin training Redass 45271.00 23.14 g2 ot

9 Aug 2008 9 Aug 2008 Jediin training Reclass 45271.00 23.14 al? o1

8 Aug 2008 & Aug 2008 Jediin training Reclass 45271.00 23.14 al2 01

1Jan 2008 7 Aug 2008 Jediin training Reclass 42017.00 21.48 al2 o1

By dragging your mouse over any of your current or previous positions in the positions field, the position
number will be displayed.

This is useful if you are trying to find a JDF for your position, or filling out a form that requires you to
enter your position number.

From Up To Position Reason ﬁm Class Temp
5 Feb 2009 HT;';T:;S'DZ‘?E{' and Redass 430 g n
2Feb 2009  4Feb 2009 Hw Redlass 430 g8 n
9Jan 2009  1Feb 2009 HT;';TFTLS'DZ‘?E'I' g Relocate 480 g8 n
5Jan 2009 8 Jan 2009 Jedi Master Relocate 001 als n
1Jan 2009  4Jan 2009  Jedi Knight Felocate 4006 als n
55ep 2008 31Dec 2008 Jediin fraining Reclass 430 al2 n

10 Aug 2008 45ep 2003 Jediin training Reclass 430 al2 n
9 Aug 2008 9 Aug 2008 Jediin training Reclass 430 al2 n
8 Aug 2008 5 Aug 2008 Jediin fraining Recdass 430 al2 n
1Jan 2008 7Aug 2008 Jediin training Reclass 430 gl2 n

Employee History Screen — A quick review

The employee history screen provides you quick access to view your entire employment history within
FESA. You can check your salary levels, position numbers and cost centres.
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Additional Information
Browsers

If you are using a browser that is not on the list below, you may experience some problems while using
the Employee Kiosk. It is recommended that you download one of the following browsers to use the
Employee Kiosk.

The Employee Kiosk has been tested on and works with the following browsers;
e Mozilla Firefox (v3.5.3)
e Internet Explorer (v7.0)
e Chrome (v2.0)
e Safari (v4.0.3)

Kiosk Security

FESA ICT recommends the following measures to protect your home computer against viruses, malware,
worms and other vulnerabilities:

o Keep up-to-date on security patches and fixes for your operating system. The easiest way to do
this is to set your system to receive automatic security updates issued by Microsoft. If your
system does not allow automatic updates, we recommend that you manually install the
Microsoft security patch through Microsoft Update,

e Install anti-virus and anti-spyware software and keep them up-to-date; and

e Enable a firewall which will help block attacks before they can get into your computer.

Confidentiality

By using this program, you acknowledge that:

The logon ID assigned to me is my responsibility, and | am accountable for its use. | will not, lend nor
share my password with anyone. | acknowledge that my password security is my responsibility.

Sign Off

Please ensure that you sign off the Kiosk rather than just closing the web browser. If you do not sign off,
you will not be able to sign back in immediately as your Kiosk session is still active.

Contacts

If you have any problems or questions, please contact the administrator on;

employeekiosk@fesa.wa.gov.au
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