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1. What is Online HR

Online HR is the Web browser client interface for the Human Resource Management
System chris21, used by Ministerial and Parliamentary Services (M&PS).

You will require a valid user id and password to access secure links via the
Ministerial and Parliamentary Services website, such as Online HR.

Online HR is compliant with the following Internet browsers:

Internet Explorer version 7.0 or higher
Chrome 5.0 or higher

Firefox 3.0 or higher

Safari 3.0 or higher

Opera 9.0 or higher

Online HR provides self service access for Senators, Members and MOP(S) Act staff
to view and update certain data in chris21.

If you are a new employee you will be sent an email with your user id and password
as soon your Employment Agreement has been processed by M&PS.

Basic Online HR access allows you to view your personal details and apply for full
pay Annual and Personal leave (including Carer’s leave).

For additional access such as the ability to approve leave and run the Relief Budget
Report a valid Form 7: Authorisation to Exercise Powers, with the relevant powers
selected, must have been received and processed by M&PS.

2. How to use the Help in Online HR

From any screen in Online HR you may click on the help icon and question marks
appear next to field with help text.

Online HR Support guides can be accessed on the Ministerial and Parliamentary
Service website.
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http://www.maps.finance.gov.au/Online_HR/Online_HR_Support.htm

3. How to Access Online HR

Use the Internet Browser to access https://hr.finance.gov.au/HR21 /index.htm
Add to Favourites.

The following login screen should appear. Enter your username and password.

- Australian Government

Department of Finance
Username

Password

Change Password | Retrieve Password | Help

Once you have been authenticated and successfully logged in you should see the
following screen.(Noticeboard).

My Info Staff Info Calendar Noticeboard Relief Budget Report Qutput Exit
Title  Surname & Inftials Staff Member Posttion
ﬂ@ =R IR noticeboard B
‘Welcome

Pay Cutoff Time Table Find more details

Public Holidays Find more details

@ Employee and Manager | Version | Copyright & 2012 Frontier Software, All rights reservad. Frontier
——iiuin

Self Service HR B Payroll Solutions - Softvare / Services | wnwfrontiersoftvare.com goltars

Online HR User Manual |

5


https://hr.finance.gov.au/HR21/index.htm

4. How to Navigate within Online HR

4.1 The Menu Tool Bar

o]

My Info Staff Info Calendar Noticeboard Relief Budget Report Output Exit
Click on My Info for the following drop-down menu.

My Info J Staff Info
Details
Addresses
Predict Annual Leave Balance
Leawe Application
Leave Taken
MEPS Intranet Leave Forms
Pay History

Met Pay Account

Travel Account

Click on Staff Info for the following drop-down menu.

Staff Info &l

Leave Requests

Staff Planner

|
I Office Staff
i
| Leawe Taken

Terminatdon

Click on Calendar to view a calendar.

@—dl- [ S Se w2 | calendar

41 January v 2012w Todayw
Mo i We Th Fr Sa Su
31 1 z 2 4 3 5 = B
) =
Non Work Day
Work Day
7 8 9 10, 11 12 13 Bublic Holiday
Booked Leave
Pay Date
Public Holiday
14 15 16 17, ;i 18 18 2
Ve
21 22 23/ 24| X 25/ 26 27
Ve
_ 28 239 30, 3 1 2 3
B Bl

Note: Work days = week days (not scheduled work days)
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Click on Noticeboard to view helpful information posted by M&PS.

Apart from links to the Pay Cut-off Time Table and a list of State-wide Public
Holidays, the Noticeboard will be used to alert you to times when Online HR will be
unavailable (e.g. during system upgrades, end of financial year processes) or when
access within Online is restricted (e.g. during Pay Processing).

@I SEEENEEEENEEESY Noticeboard

Welcome

Pay Cutoff Time Table Find more details

Public Holidays Find more details

If you are authorised to do so you can click on Relief Budget to run a report.

Staff Info Calendar

Noticeboard

My Info Relief Budget Report Output

Title Mr Surname & Initials BROWNE A N Staff Member 8351077 Position Chief of Staff 1

a@ o E [N B |ﬁ 2] Relief Budget

Date From 1/07/2012 j
Date To 30/06/2013 |

Click on Report Output to view reports that you have run in the previous 7 days.

e U x b - R L)

Search:

]

Payslips 000644 15/11/z012 13:55 17482 16/12/2012 Complete D BIX

| Description | Pay Run | Run Date | Time | Size | Expiry Date | status | Action

Click on Exit on the Menu tool bar to log off. Your access will be timed-out after 10
minutes of inactivity.
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4.2 Useful Hints

If a screen becomes unresponsive use the ‘F5’ key on your Keyboard to refresh and
return to the Noticeboard Page, or

Contact the M&PS Staff Help Desk.

Help with Online M

MEPS Staff Help Desk

Ph: 02 6215 3333
email: mpshelp@finance.gov.au

If you have access to Office Staff under the Staff Info menu ensure that you have
deselected an employee by either clicking on View Self

My Info Staff Info

View Self Title Mr Surname & Initials . . .
or @ refresh before running a Relief Budget

Report

Otherwise you will be given the following message and not be able to run the report.

I Information Warnings
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5. My Info

5.1 Details (view only)

From the My Info menu, select Details. This allows you to view some of your
personal details.

m T R TS e | Details

First Narme Pater

Second Hame

Surmame TESTS

Preaferred Name Partar

Jesirgd 26,/ 0372013

Email Address amopssupport@finance.gov.au

5.2 Addresses

From the My Info menu, select Addresses. Select Home Address or Postal Address

from the list to view.
L ERNE IR~ |
|HumeAddn=_-55 |

Addreszs Type
12 Parkes Road

Address Line 1
Address Line 2
Suburb

State

CANBERR.A

Sust. Capital Territory | Postcode 2600

Fhone Mumber

test@gmail.com

| 1] | Address Type | Personal Email | Address Line 1 | Address Ijn!

Home Address test@gmail.com 12 Parkes Road

On the Home Address record you are able to add, update and delete your personal
phone number, mobile and email address. All other fields are view only.

Online HR User Manual |

9



5.3 Predict Annual Leave Balance

From the My Info menu, select Predict Annual Leave Balance.

. RSN RERIEREe) -t |

Leave Type |Ar|r|ua| Leave |

As At Date C 3/12/2012 | D >
Units of o DaTs Hours

Total 30.7662 230.7461

| 7] | Leave Type

Annual Leave

Select a future date from the ‘As at Date’ calendar and then click on the ‘Predict
Balance’ button. This will allow you to see what your annual leave balance might be
at that date based on information currently stored in chris21.

To predict again with a different date, first click @ Refresh.

5.4 How to Apply for Annual leave (full pay)
From the My Info menu, select Apply for Leave

Note: If a completed Leave Application screen displays first, this indicates that there
are other Leave Applications with a status of ‘Requested’. If an empty screen
displays first this indicates that there are no other Leave Applications with a status
of ‘Requested’.

Click on the & | ‘Add’ button and complete the actions below.

The following screen shot indicates the order in which the fields should be actioned.
Starting at 1, refer to the actions below for more details.

@ o 'M

Leave Type | Annual Leave
Start Date 12/04/2012 32 Start Time (Part Dav] 12:00 AM | ..,
End Date 12/04/2012 |
Days Taken L.00
Hours Taken 7.50 Accrual Entitlement Total
Reason ot Required 3 0.9290 Days 0.0000 Days 05290 Days | g
[[] 1 have & medical certificate for this request 6.3672 Hours 0.0000 Hours 6.3672 Haurs

59 Query Offices | 3

Office | TEST Approver 2134567 . TESTAB

Notes P
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Actions
1. From the Leave Type drop-down select ‘Annual Leave’.

2. From the Start Date calendars select a start date. If leave greater than a day
select a date from the End Date calendars.

3. From the Reason drop-down select ‘Not Required’.
4. Click on the Query Offices Natat] Query Offices |}

Click the Approver lookup E, select an Approver from the list.
6. Check that you have enough leave in the ‘Total’ column.

If you have insufficient entitlement for the requested period of leave, you will
need to use a paper form to request leave for some or all of the period to be
taken at half pay and/or without pay; or apply for a lesser period of Annual
Leave.

7. Then click on the Save/Update buttona. An auto email will be sent to the
Approver advising him/her of your request for Leave.

Refer sample email below

HR21 TEST Leave Application [SEC=UNCLASSIFIED]

emopssupport@finance.gov.au
Sent: Thu1/11/2012 3:28 PM
T eMOPS Support

Angela TEST has applied for Annuwal Leawve, from 12 Nov 2812 to 15 MNov
2812 wvia HR21.

Please access HR21, sStaff Info, &nnual and Personal Lve Requests to
either approve or decline this application.

The following box should pop up. Click OK.

Information

Entry added successfully.

ok |

If you did not have enough leave the following ‘Messages’ window will appear. Once
you have read the message click on ‘Clear’ and close the window

Messages

| EEgpe—

@m

Online HR User Manual |
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Leave should not be entered with either a start or end date on a public holiday
otherwise you will be given the following error message.

Messages

Information Warnings

@ LaPl18lapstart 28/ 172012 is a public holiday. Please select a work day.

Clear, and close the message window. Enter a date for a scheduled work day instead
of a public holiday.

Leave must start and end on a day on which you are scheduled to work otherwise
you will be given the following error message.

Messages

Information Warnings

LAPO22laptypecd Leave cannot start on non scheduled work day.

Clear, and close the message window. Enter a scheduled work day.

An example of how error messages may also be displayed is as follows:

TESTS P Staff Member 83 *
TLEEIVE cannot start on non scheduled work

H4M&.—I&—@f“‘

AnnualLeavel N ¢

55 How to Request a Prepayment for Annual Leave

Note: Pre-payment can only be made for absences covering a future payday where
the absence is for at least 5 days.

If a pre-payment is required you will need to send a request to email address

MOPSPay&Conditions@finance.gov.au with a copy of the Leave Approval email.

Online HR User Manual |
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5.6 How to Apply for a Part Day Absence

Follow the steps above for How to Apply for Annual Leave but also include:

1. A starttime by using the Start Time (Part Day) drop-down E and

2. The number of hours taken (as a decimal) in the ‘Hours Taken’ field. For
example, 2 hours 30 minutes should be entered in ‘Hours Taken’ field as 2.5.

€T

Leave Type |ﬁnnua| Leave |V

Start Date 5/11/2012 | Start Time (Part Day)

End Date s/1y/z012 |3

Daye Taken 0.27

Haurs Taken Accrual Entitlement Tatal

Reason ot Required ¥ 12.2404 Days 0.0000 Days 12.2404 Days
[l 1 have a medical certificate for this request 31.8033 Hours il s it

5.7 How to Apply for Personal Leave (full pay) for Sick Leave
From the My Info menu, select Apply for Leave.

Note: If a completed Leave Application screen displays first, this indicates that there
are other Leave Applications with a status of ‘Requested’. If an empty screen
displays first this indicates that there are no other Leave Applications with a status
of ‘Requested’.

Click on the & | ‘Add’ button and complete the actions below.

The following screen shot indicates the order the fields should be actioned. Starting
at 1, refer to the actions below for more details.

) e

Leave Type [persans | Lesve [~ 1
Start Date 28/11/z012 || Start Time (Part Day) 12:00 AM| ...
End Date 28/11/2012 3
Days Taken 1.00 7
Hours Taken 7.50 Accrual Entitlement Total
Reason [Allergy [~ 3a 0.0000 Days 26.0000 Days 26.0000 Days
1 have a medical certificate for this request Lollid) [HEnTr= LESLILLL [Ei= LESLLILLL Ll
4
LW Query Offices |
Office TEST Approver | 1234567 ... TESTAB
6
Notes
3b =
-
Search:
| @ | Leave Type | Start Date | Status | End Date | Application Date |
Annual Leave 8 7/12/2012 Requested 11/12/2012 7/12/2012

Online HR User Manual | 13



Actions
1. From the Leave Type drop-down select ‘Personal Leave’.

2. From the Start Date =] calendars select a start date. If leave greater than a day
select a date from the End Date calendars.

Note: Leave should not be entered with either a start or end date on a public
holiday otherwise you will be given an error message. Clear, and close the
message window. Enter a date for a scheduled work day instead of a public
holiday.

3. From the Reason drop-down select ‘Personal Illness/Injury’. If you wish to add
more information you may use the Notes field.

Reason |F’er5c\na| Iliness/Injury |"

[C] 1 have a medical certificate for this request

4. Selecting (tick) I have a medical certificate for this request indicates that you
have given the medical certificate to the Leave Approver. Medical certificates
need to be retained and stored by your office for 7 years.

5. Click on the ‘Query Offices’ button I |

6. Usethe E Approver lookup; select an Approver from the list.

7. Check that you have enough leave in the ‘Total’ column to cover the absence. If
you have insufficient entitlement for the requested period of leave, you will need
to use a paper form to request leave for some or all of the period to be taken at
half pay and/or without pay instead.

8. Refer above to Leave Application screenshot - displays a List of the leave
requests not yet approved/declined.

9. Then click on the E Save/Update button.
The following box should pop up. Click OK.

Information

Entry added successfully.

T

An auto email will be sent to the Approver advising him/her of your request for
leave.
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5.8 How to Apply for Personal Leave (full pay) for Carer’s Leave

1. From the Leave Type ‘drop-down select ‘Personal Leave’.

2. From the Start Date |2 calendars select a start date. If leave greater than a day
select a date from the End Date |=2| calendar.
Note: Leave should not be entered with either a start or end date on a public
holiday otherwise you will be given an error message. Clear, and close the

message window. Enter a date for a scheduled work day instead of a public
holiday.

3.  From the Reason drop-down select either ‘Carer’s - Emergency’ or ‘Carer's -
[llness/Injury.

If you wish to add more details you may use the ‘Notes’ field.

4. Selecting (tick) I have a medical certificate for this request indicates that you
have given the medical certificate to the Leave Approver. Medical certificates
need to be retained and stored by your office for 7 years.

5. Click on the L | button.

6. Usethe E Approver lookup; select an Approver from the list.

7. Check that you have enough leave in the ‘Total’ column to cover the absence. If
you have insufficient entitlement for the requested period of leave, you will need
to use a paper form to request leave for some or all of the period to be taken at
half pay and/or without pay instead.

8. Then click on the E Save/Update button.

The following box should pop up. Click OK.

Information

Entry added successfully.

ok |

An auto email will be sent to the Approver advising him/her of your request for
Leave.
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59 How to Apply for Leave via the Calendar

You can also apply for full pay Annual or Personal Leave using the Calendar.

From the main menu tool bar select Calendar. It defaults to today’s date, to change
click on the day or period for your leave. In the following example the period
12/10/2012 to 19/10/2012 is highlighted in yellow. Then click on the radio button
‘Request Leave’.

@ - H e B el 2 Calendar

4|} Octoberv 2012w Todayw leque

= Reguest
Mo Tu We Th Fr Sa Su O laave

1 2 3 4 5 6 7 Request
Leave
Cancellation

The following pop-up box should appear

Requests for Fri Oct 12

F Leave Application
12/10/2012 |
End Date 12/10/2012 |

@pe | Annual Leave =] —

1 I'd like to add some extra details to this
application before I submit

N

Start Date

Cancellation

In the pop-up box select the leave type Annual Leave or Personal Leave, and then
click on the radio button ‘I'd like to add some extra details to this application before
[ submit’.

Online HR User Manual |
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The following screen should appear.

€ T T

Leave Type |Ar1r1ua| Leave |V.

Start Date 12/10/2012 |4 Start Time (Part Day)

End Date 12/10/2012 3

Days Taken

Hours Taken Accrual Entitlement Total
Reason | vj

[C] 1 have a medical certificate for this request

Query Offices

Office Approver

Then refer to one of the following sections for further guidance on the process:

How to Apply for Annual Leave; or

How to Apply for Personal Leave, or

How to Apply for Personal Leave for Carer’s

Online HR User Manual | 17



5.10 How to Apply for Other Types of Leave

Only applications for Annual and Personal Leave at full pay may be submitted via
Online HR. For all other types of leave you will need to complete a leave application
form. To access the appropriate form go to the My Info menu and select M&PS
Intranet Leave Forms.

This will launch the Ministerial and Parliamentary Services website, Forms -
Employees’ Employment Framework page. Forms can be printed, completed and
sent to M&PS as per instructions on the Leave form.

Ministerial and
Parliamentary Services

Culars | Entitlements Handbooks | MOP(S) Act Employment | Legislative Framework |+ Related Sites \Website Feedback |

Home >> Forms
Forms
Parliamentarians' Prinling aqd Empbﬁnn:rﬁyf - Employees' Qfﬂce _ _Former _
Travel Communications Travel Administration  Parliamentarians
Form Title
Number
9 Superannuation Options
11 Change of Address
17 Application for Studies Assistance and Study | eave
24 Claim for Loss or Damage to Clothing or Personal Effects
2
5

5.11 How to View Leave Taken

From the My Info menu, select Leave Taken.

This screen allows you to view a history of all leave you have taken.

(- ONECIPRe) - 8

Leave Type \Annual Leave |

Start Date 26/04/2012

End Date 27/04/2012 J

Days Taken 2.00

Hours Taken 15.00

Reason [N translation found. b m

[0 Certificate received
[0 Paid in advance

Search:

| 6 | Leave Type | Start Date| End Date Days Taken
Annual Leave 26/04/2012 27/04/2012 2.00
Annual Leave 27/01/2012 27/01/2012 1.00
Annual Leave 5/01/2012 6/01/2012 2.00
Annual Lesve 3/11/2011 4/11/2011 2.00
Annual Lesve 23/09/2011 7/10/2011 4.00
Annual Leava 26/08/2011 2/08/2011 2.00
Annual Leave 13/01/2011 14/01/2011 2.00
Annual Leave 8/10/2010 29/10/2010 7.00
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5.12 How to Update a Leave Application

From the My Info menu, select Leave Application. Select a record from the list.

| 10 | Leave Type | Start Datel Status | End Date|

Perscnal Leave 12/04/2012 Requested 12/04/2012

The End Date, Days Taken, Hours Taken, Reason and Approver can be changed.
Then click on the E Save/Update button.

The following box should pop up. Click OK.

Information

Entry added successfully.

If there and no records in the list your application has already been approved and
you will need to request a leave cancellation instead.

5.13 How to Cancel Leave taken

From the My Info menu select Leave Taken and click on the leave record you want
to cancel in the list at the bottom of the screen.

- COCIENREN) e §
|

Leawve Type ‘Annual Leave

Start Date 30/11/2012

End Date 30/11/2012 3

Days Taken 1.00

Hours Taken 7.50

Reason [Nat Required b

[ certificate received
[0 paid in advance

Search:

|0 | Leave Type | Start Date| End Date | Days Taken

Annual Leave 30/11/2012 30/11/2012 1.00

Annual Leave 15/11/2012 15/11/2012 1.00

The selected record is displayed above the list, then click on the
button.
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The following screen should appear.

& = )

Leave Type Annual Leave

Start Date 30/11/2012
End Date 30/11/2012
Days Taken 1.00
Hours Taken 7.50

Reason I

Certificate received Office TEST

Paid in advance Approver

Note: A tick next to ‘Paid in Advance’ indicates that your request for a
prepayment of your leave has been actioned by M&PS. You will need to
contact the M&PS Staff Help Desk as soon as possible to cancel this request.

Use the E Approver lookup. A list of Approvers will be displayed.

Click on the Approver to select

Office TEST Approver
El Search |
| Effective Date
1/01/2013
el TEST TESTS P 1/01/2013

Field Picker| Office

Office | Approver Number End Date WView Staff Details

TEST SENATOR M

.Current Only

Office TEST Approver |0z49254 v SENATOR M

Click on B to save/update.

The following box should pop up. Click OK

Information

Entry added successfully.
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As soon as the cancellation is approved the leave record is removed from the Leave
Taken form and your leave balance adjusted.

Note: If you try to cancel a leave record for a leave type other than full pay Annual
Leave or Personal Leave you will be given the following message. In order to cancel
other types of leave, written advice from an authorised leave approver in your office
must be provided to M&PS.

~
b Sy |ﬁ @ Must be one of ANN,PER .

Adoption Leave F/Pay [\, *
5.14 How to View Pay History

From the My Info menu, select Pay History

- CEEIRNPNE) ey "
Payrun Number 662 Fay Date 3/01/2013
Date Paid To 2/01/2013

Amount Hours

Base Amount 5332.30 Base Hours 75.00

Overtime Amount 0.00 Overtime Hours 0.00

Allowance Before Tax 1118.50

Allowance After Tax 0.00

Gross 6450.80

Taxable Salary 6450.80

Deduction Before Tax 0.00

Deduction After Tax 0.00

HELF Amount 0.00

Staff Super 323.57

Company Super 1391.37

Tax 2022.00

Nett 4105.23

Search:

| 0 | Payrun Number | Pay Date | Gross| Tax, Nett
662 3/01/2012 £450.80 2022.00 4105.23
659 20/12/2012 6450.80 2022.00 4105.23
636 6/12/2012 6450.80 2022.00 4105.23

The details of the current or most recent pay displays by default. To view details for
another pay, click on one of the other records in the list at the bottom of the screen.

5.15 How to View and Print a Pay Slip

Select the record from the list of pays and then click on the i i
button

The following box should pop up, Click OK.

Information

Report submitted to be run.

[ ok |
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A payslip record should appear as follows . Click on the & icon in the top left-
hand corner to print.

Pay Date 2302014
Py Period: 02102014 b0 22HO2014
: Py Fun N, 000755
Mr John Smith
it s Poshion Clacecaton St o
Ci i ncer
Canberra ACT 2600 Cizesioatin Faid Eleciorste Oficer
Areuszl Salary $81,200.00
{35 3 22H0014
PAYMENT $ HOURS RATE  THI3PaY YEAR TO DATE TOTALS
Zalarkes 7500 415126 311340
CRA Twa Rioles 40,00 36000
EZAE TE00 116483 aTIED
TOTAL GROSS 402700 324300
TOTAL TAXABLE 402700 24300
DEDUCTIONS B35 ACCOUNT  THI3PaY YEAR TO DATE TOTALS
HELP /! 5F 33
HELP DEBT kel ] 233500
TOTAL DEDUCTIONS [EXCLUDING TAX) E7T] 255500
TaX 1,108.00 357200
NET PAY | | 2.557.00 ] 23373
SUPERANHUATION (EMPLOYER CONTRIBUTION) THIS PAY YEAR TO DATE TOTALS
PS5 Actum Emplayer [ 62016 558144
LEAVE BALANCES A% AT 221002014 HOURE
Anniual Lease Q365
Perzonzl Leae 17
NET PAY BANK INFORMATION
S5/ Acoount No (123456 7 111111
MaEsapas
All 5127 Dus 10 T Xmzs/New Year pudlkc holkiays and sl
choeseown, e cut off for pay day 15 Des 2014 Fes been Brught
forward b Fri 5 Dec 2014, & e cut off for ooy day 31 Dee 2014
will b2 Fri 12 Do 2014. Varktions o account detalls, change
hours, contracts o4 must b2 recebed In MEDS by fese deadiines
for Inchuskon In e speciied pey daye. Plesss ensune ko
applications for 2y abeences on days offer FEn public holidays
a0 e anveaEl Slosenown (25 Dec 201410 1 Jan 2015) are
Sunmimed 1 MEPS 35 5000 25 pshbie
Wiiksserizl 2 Parlizmentary Senoes
Enguiries ST el Desk Teb(I262153333 Fax (262673271 Emalimpsnaip@inancs gova
Denarment of Finance ABNE1970632455
hioher Uniless ofenwise stated. detalls current 35 2 Mondsy, § Deosmioer 2014

If wish to view or print this payslip again, click on the Report Output in the Menu
toolbar.

e xR )

Search:
‘ Description | Pay Run | Run Date | Time | 5|ze| Expiry Date ‘ Status | |:| ‘ Action

Payslips 000644 i5/i1/201z2 13:55 17482 16/12/2012 Complete |:| o X

Select the desired record, click on the 2 icon under the word Action.
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To delete a payslip from the report output, click on the * under the word Action.

If you have multiple reports in your Report Output window you can use the Scroll
buttons or the Search function.

You can also view or print a pay slip from the Calendar by clicking on the e coins
icon

ile Ms Sumname & Initizls .. . .- = Staff Member Position.
o ETER e e[ EE] cakndar -

Alr Julyv 2012w Todayw sl

Mo Tu We Th Fr Sa Su Leave

2 2 27 28 29 30 1 Request
Leave
Cancellation

The following bubble should appear, click on the red underlined text

—

9 Fortnightly - Pay by Locaticon - Pay Date: 05 Jul 2012 - 625

2 AV = g
=

The following box should appear. Click OK.

Information

Report submitted to be run.

The pay slip should appear.
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5.16 How to View Your Net Pay Account

From the My Info menu, select Net Pay Account.

This allows you to view the current bank account details used for payment of your

net pay.

Cisbursement Type
Bank

Branch

Branch Address
Account Number

Account Name

Refresh ~dd Save/lipdate | Delste | Notes
‘Banl—c |
o1 Australia & New Zealand Banking Group
012-003
115 Pitt S5t

1234567

Attach | Erint Help

5.17 How to View Your Travel Account

From the My Info menu, select Staff Travel Accounts option.

You will be shown the account details used for travel-related payments (current and

past).

- CRNESRRNRENE) oo

Effective Date 26/03/2012
End Date
Bank 19 Advance Bank Australia Ltd
BSE Number 192-993
Account Number 1234567
Account Name BLOGGS, A B
Comment
i} | Effactive Date| End Date| BSE Number | Account Number
i} 26/03/2012 152-953 1234567

| Account Name | Com

BLOGGS, A B
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6. Staff Info

6.1 How to Approve Leave Requests

From the Staff Info menu, select Leave Requests:

Leawve Requests

Office Staff
Staff Planner
Leave Taken

Terminaton

If there are any un-actioned requests the following screen should appear:

D —E—‘—x—hj_\«g_l&_u_ Leave Requests

Group by:Staff Namea

| Type | staff Name Description Date ' Select Action =]

[ Staff Name: TEST10 ]
Reguest Leave TEST10 ] Annual Leave 11/01/2013 Select Action

[ Staff Name: TESTS P

Reguest Leave TESTS P Annual Leave 10/01/2013 Select Action
Reguest Leave Cancellation TESTS P Annual Leave 3/12/2012 Select Action

ICRERIESIES

You can then select a record by double-clicking on the red text, as shown on the
above screen.
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The following screen should then appear:

@ Title Mr Surname & Initials TESTS P Staff Member 8351077 Position Chief of@ D 4

(@R = RSN 2202 | Leave Application - Mr TESTS P

3
Leave Type Annual Leave )
. ® Approve ) Decline_ D 3
Start Date 10/01/2013 Start Time (Part Day) 12:00 AM | .0
End Date 12/01/2013 |54
Days Taken 2.00 [ Query Balances |
Hours Taken 15.00 Accrual Entitlement Total
Reason [Mot Required v| 0.4932 Days 12,3552 Days 12,8482 Days
[7] 1 have a medical certificate for this request 3.6986 Hours 92.6633 Hours 96,3626 Hours
Query Offices
Office TEST Approver |0249254 o SENATOR M
Notes -
-
4 1
Search:
| 1] | Leave Type Start Date| Status | End Date| Application Dite‘
Annual Leave 10/01/2013 Requested 12/01/2013 9/01/2013

1. The details shaded in yellow relate to the staff member you have selected.

2. Check whether there are sufficient Total days or Hours leave to cover the
number of days leave being requested.

3. Check any notes.

4. Click on either the Approve or Decline radio button

5. Click on the Save/Update buttona.

The following box should pop up. Click OK.
Information

Entry updated successfully.

[ ok |

An auto email will be sent advising the employee that their leave request has either
been approved or declined. Sample email as follows:

Respond Actions Junk E-mail [ Options Ta Find
From: Senator, M Sent: Fri7A12/20123:55 F
To: Testl
Cc
Subject: Online HR. Leave Approved [SEC=UNCLASSIFIED]

Your leave application for Annual Leave from 5 Dec 2812 to 5 Dec 2812 has been approved by Senator, M

The request will no longer appear in the list when you go back into the ‘Leave
Requests ‘screen.
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You can also action the request by using the Select Action drop-down against each
record. However, this action should be used with care.

Staff Info Noticeboard Relief Budget

Calendar Report Output

My Info

View Self | Title Mr Surname & Initizls TESTS P Staff Member 8351077 Position Chief of Staff 1

a@—# =N EETE) Leave Requests

Group by:Staff Namea

| Type | staff Name | Description | Date | [select Action [

(=] Staff Name: TEST10 ]
Regusst Leave TEST10 1 Annuzl Leave 11/01/2013 Salect Action

(=] Staff Name: TESTS P

Reguest Leave TESTS P Annual Leave 10/01/2013 Select Action [
Regusst Leave Cancellation TESTS P Annual Leave 3/12/2012

= o M

] ] ] m]

1. Select the action.

2. Click on the E Save/Update button.

An auto email will be sent advising the staff member that their leave request has
either been approved or declined.

The request will no longer appear in the list.

You can also bulk approve or bulk decline by using the ‘Select Action’ as follows.
However, this action should be used with care and should only be taken after you have
checked the details of each individual request.

My Info Staff Info Calendar Noticeboard Relief Budget Report Output

\View Self | Title Mr Surname & Initials TESTS P 5taff Member 8351077 Position Chief of Staff 1

s OO EENI) s

Group by:Staff Namea

| Staff Name | Description

| pate |S=lect Action kY

| Type
Select Action

[5) Staff Name: TEST10 ]
Reguest Lesve TEST10 1 Annual Leave 11/01/2013

[5) Staff Name: TEST5 P

Request Lesve TESTS P Annuz| Leave 10/01/2013 Select Action
Request Leave Cancellation TESTS P Annus| Leave 3f12/2012 Select Action

(L] 4 » 1] Page 1 of 1 (

1. Select the action from the drop-down in the grey top row (in this example the
Approve option has been selected). All the records in the list will have ‘Approve’
against them.

Leave Requests

B S B )

Group by:Staff Namea

| Type | staff Name

(=) Staff Mame: TEST10 ]
Reguest Lesve TEST101] Annual Leave 11/01/2013 ( Approve \

=) Staff Name: TESTS P
Reguest Lesve TESTS P Annual Leave 10/01/2013 Approve

Reguest Leave Cancellation TESTS P Annual Leave 3/1z/z2012 Approve

] ) ) (i bagéd of 1

2. Click on the E Save/Update button
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Auto emails will be sent to all staff to advise that their leave has been either
approved or declined. An auto email also sent when a Request Leave Cancellation is
approved or declined.

6.2 How to use Office Staff List in Online HR
For the Staff Info Menu, select Office Staff. Refer example below.

Note: This list is only visible if you have been authorised to View Staff Details
and Approve Leave on Form 7: Authorisation to Exercise Powers and this
has been received and processed by M&PS.

Staff Info Calendar Relief Budget

View Self | Title Mrs Surname & InitialsTl’l L Staff Member 7738203 Position Electorate Officer B
a@ =T SR office staff

Search For 1 Relationship | =]

Currently Selected: T T1 L

= Mary SEMNATOR - HR2101
[[] TEST1 L - 77328202 (Electorate Officer B
[] TESTZ2 A - 7786385 (Electorate Officer B
i [] TEST2 J - 8165008 (Electorate Officer B}
[T] TEST4 T - 8337644 (Electorate Officer &)
[ TESTS P - 8351077 (Chief of Staff 1)
[ TESTE F - 7859843 (Media Adviser Government)
i [ TESTF M - 7825054 (Adviser)
[[] TESTE2 R - 8337592 (Relief Bdgt Electorate Officer)

Click name to wiew individual staff details, or click
checkbox to view staff in planner

Select an employee from the list. The employee selected will be shaded in yellow.

From the My Info menu you will be able to view limited information on the Details
screen, such as First Name, Second Name, Surname, Preferred Name, Date joined
MOPS, Gender and work email address.

You will also be able to view details about Leave Taken by the selected employee.

The Staff list in Online HR is refreshed each night. The list will reflect current staff
recorded against positions in your Office.

The Search For on the Office Staff screen allows you to search the Staff List. The
Results are shaded in red. Refer example below.

. RSN oo

Search Fcrr_ Relationship | B3

Currently Selected: Mary SEMATOR

=- Mary SEMATOR - HR2101

[] TEST1 L-7738203 (Electorate Officer B)
[] TEST2 A- 7786395 (Electorate Officer B)
[[] TEST2 J-8165998 (Electorate Officer B)
[] TEST4 T-28337644 (Electorate Officer &)
[C] TESTSE P - 8351077 (Chief of Staff 1)
[ I TESTE F - 7859843 (Media Adviser Government)
B oo sasons e ]

[[] TESTS R - 8337592 (Relief Bdgt Electarate Officer)
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6.3 How to use the Planner

From the Staff Info Menu select Office Staff. Tick Select All to view all staff in the
Planner.

¢ CONSINNNNNENN) o

3earch For Relationship | ] Expand Al

Currently Selected: Mary SENATOR

(- Mary SENATOR - HR2101

FNTESTA L - 7738203 (Elactorate Officer B)
EST2 A- 7786395 (Electorate Officer B)

5T3J- 8165393 (Electorate Officer B)
ST4T-8337644 (Electorate Officer A)

ST5 P - 8351077 (Chief of Staff 1)

ST F- 7859843 (Media Adviser Government)
ESTT N- 7825054 (Adviser)

ESTA R - 8337502 (Relief Bdgt Electorate Officer)

HEHEEEE

&

From the Staff Info Menu select Planner and the follow screen should appear.

Note: Leave is shown blue and Public holidays in pink

- NN |
anth | Lest Wesk | Todey | Naxt Wae) anth

14f01/z013 | TR LS

February 2013

Mame Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun
14 15 16 17 10 19 20 21 2 3 24 25 26 27 20 29 30 31 o1 oz o3

TEST1 L

TEST2 A

TEST3 ]

TESTA T T T LT LT LT T s LT Y o

TESTS P

TESTSE F

TEST? N

TESTE R

BE3EEELY

[#] Holiday [¥] Leave

You can view more by clicking the ‘magnifying glass’ icon ﬁ You can also print the

Planner by clicking on the print icon in the toolbar@.

= IR < e |

1a/01/2013 | [EE Last Month | Last wWeek | Today | Mest wesk | Nest Month
January 2013 February 2013
Name Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun
14 15 16 17 1 29 30 31 01 02 03
TEST1 L BH Lecave: annusl Leave: 17/12/2012 - 24/01/2013
TESTZ A
TEST3 3 =
TEST4 T L= = = = =3 B~ =1 B~ =3 =1 Bl =3 2
TESTS P =
TESTS F 5|
TESTZ N )
TESTE R =
Heliday Leave
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1a/01/2013 |0 E Last Manth | Last Wask | Today | et Wask | Naxt Month
January 2013 February 2013
Mame Mon Tue Wed The Fri Satl Sun Moen Tue Wed Tha Fri Sat Sun Mon Tue Wed The  Fri Sat Sun
14 15 16 1¥ 16 1% 20 I1 | X 23 24 25 A6 A7 A6 I IO 31 01 0Z | 03
TESTL L &
TEST2 A B
TESTI 3 =
TESTA T T e T e e e et el T el e T e s [ 0 ot ]
TESTS P Holiday: australis Day
TESTE F
TEST? M M
TESTE R =]

¥l Holiday [F] Leavs

6.4 How to view Termination Details

From the Staff Info select Terminations. This allows you to view a future
termination date recorded in chris21 for staff in your office.

View Self | Title Mr Surname & Initials TEST8 R Staff Member 8337592 Position Relief Bdgt Electorate Officer

o R

Last Day of Duty 30/01/2013 Last Day of Service  |30/01/2013

Termination Reason |Cuntract End Non-Ongoing |

Terminated employees will be removed from the Staff list the day after their
termination date.

/. How to Run a Relief Budget Report
In Online HR

Note: You will only see this menu item if you have been authorised to View Senator
or Member Office Entitlement Budget on Form 7: Authorisation to Exercise Powers
and this has been received and processed by M&PS.

Select Relief Budget form the menu tool bar and the follow screen should appear.

r ” T
(< CEE= IR =) woie uioet N
Date From yor/z01z
Date To 30/06/2013 | 5]
@ Employee and Manager | Version | Copyright @ 2012 Frontier Softvare, All rights reserved. Frontier
Self Service HR & Payroll Solutions - Software [ Services | wewafrontiersoftware.com ‘===;—-—‘._;‘.'_'_

You will only be able to run a ‘Relief Budget Report’ for your Office. The dates
default to the current financial year. You can enter dates for previous financial years.
The report may only be run one financial year at a time. The earliest possible date
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you can use is 01/07/2005. Do not use dates for a future financial year (as budgets
are not recorded for future periods) and do not use dates that span more than one
financial year.

Click BSave /Update button and the following should appear

Information

Feport submitted to be run.

T

Click OK.
Click on Report Output on the menu tool bar.

The report can take a couple of minutes to produce an output in the Report Output.

5 O e ¥

Search:

| Action

[&]

Payslips 000579 13/11/2012 15:41 6827 14/12/2012 Complete (@]} BX

‘ Description | Pay Run | Run Date ‘ Time | Slzel Expiry Date ‘ Status

Relief Budget 14/11/2012 12:55 0 15/11/2012 Incomplete |:| o X

| v N " i " " |

Click on the .@Refresh icon. Reports with a status of ‘Complete’ can be viewed.

1. To view, click on the view icon under ‘Action’ on the row of the report you
want to view.

2. To delete, click on the delete icon E under ‘Action’ on the row of the report you
want to delete. Reports will be automatically removed from the list on the
‘Expiry Date’ shown.
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8. The Online HR Toolbar buttons

This toolbar appears across the top of all screens. If a button is greyed out then you
do not have access to perform that function.

Qo O x = ixa
© Refresh

&l g

& save/update

Delete

X
G‘ Notes

Displays notes if it has a green tick, refer following screen.

Leave Taken - Ms TESTG F

Leave Type 12ous Lve F/Pay
Start Date 25/11/2011

End Dats 25/11/2011

Days Taken 1.00
Hours Taken 7.50

Reason [Moving House

Certificate received

Paid in advance

0l | Leave Type Start Date End Date

| Miscellan=ous Lve F/Pay 25/11/2011 25/11/2011
[ 1

To view click on Notes icon and the content of the note will be displayed.

PPEr S-S > ) Leave Taken - Ms TEST6 F
Mew Address supplied. -

b

scell
S11s
d11S

pwing
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% Attachments

If a form has a paper clip shown against it;

@ | Effective Date | End Date
@ 27/07/2005
27/05/2005 26/07/2005

They you can click on the Attachments icon to view the attachment.

& e ca
= 5

Emailing download.htm SECUNCLASSIFIED.bet @) 0

*& Print
@ Help
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9. Frequently Asked Questions
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