M
A

S
|ngen|[a WFM Team Member User Guide

s tribe.

WEM Training For Team Members

1.0 LOGGING INTO TRIBE - MOBILE APP 3
2.0 CHANGING YOUR PASSWORD - MOBILE APP 5
3.0 NAVIGATION - MOBILE APP 7
31 Home Screen 7
3.2 Notifications & Inbox 8
3.3 Profile 9
3.4 Directory 10
3.5 Dayforce Assistant 12
4.0 LEAVE & TIME OFF - MOBILE APP 14
4.1 Requesting Time Off 14
4.2 Editing a Time Off Request 15
4.3 Cancelling a Time Off Request 17
5.0 UPDATING YOUR DETAILS- MOBILE APP 19
5.1 Edit Contact Information 19
5.2 Edit Addresses 21
5.3 Edit Other Information 23
6.0 UPDATING YOUR AVAILABILITY - MOBILE APP 23
7.0  VIEWING YOUR ROSTERS (SCHEDULES) - MOBILE APP 28
8.0 CLOCKING YOUR TIME - MOBILE APP 31
9.0 VIEWING YOUR PAYSLIPS - MOBILE APP 33

Created: July 2023 Page 1 of 68



M

s

S
Ingenia WFM Team Member User Guide
10.0 LOGGING IN — DAYFORCE WEBSITE 36
11.0 NAVIGATION & HOME DASHBOARD — DAYFORCE WEBSITE 38
11.1  Directory Search 39
11.2  Org Chart 40
11.3  Preview Balances 41
11.4  Preview Earnings 42
115 Events 44
12.0 PROFILE SECTION 45
12.1  Personal Tab 46
12.2  Forms 47
12.3  Settings 49
13.0 EARNINGS SECTION - DAYFORCE WEBSITE 50
14.0 WORK SECTION - DAYFORCE WEBSITE 52
14.2  Calendar 54
14.3  Updating your Availability 57
14.4 Time Away List 61
14.5  Shift details 63
14.6  Attendance (Year at a glance) 65
14.7  Time Clock 67

Created: July 2023 Page 2 of 68



M
A

S
|ngen{a WFM Team Member User Guide

1.0 Logging into Tribe - Mobile App

PREREQUSITE — Please refer to the Tribe - Login Troubleshooting Guide to assist with logging into your Tribe
Learning App.

1.1 Scan the QR code below to download the Dayforce App from the Google Play Store or Apple Store.
L
T,
M

SCAN ME

1.2 Once you have downloaded the Ceridian Dayforce App, type in ‘Ingenia’ as the Company ID.

ul Telstra & 5:13 pm =)
Cancel
What's your

company ID?

Your company ID is unique to your
workplace. It may have been given to you
in a first-time access email. If not, please
ask your HR administrator.

Company ID
Ingenia

I don‘t know my company ID
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13 Type in your ‘Username and Password’, then tap ‘Log In’.
» Username: Will be the same as the one you use for Tribe Learning, which should be
firstname.surname
> Password: Will be the same as the one you use for Tribe learning. If you are unsure what this
is, you can tap the “Reset your password” button and follow the prompts to reset a new

password.
ull Telstra & 8:17 am -
T

Cancel @ dfid.dayforcehcm.com A

T

Log In

Continue with SSO

Or

Continue with Dayforce credentials. All fields are required

Username

|

Password

[ ®

Log In

Can't access your acccuntl Reset your passwordl

< t

1.4 If resetting your password, a Reset Password window should appear. Enter your username or your

personal email address then tap on ‘Submit’.
ull Telstra & 8:17 am (-

f————————— N
Cancel @ dfid.dayforcehcm.com »A C,

Reset Password

Please enter your username or a verified
email account that you have registered
with us. If you have forgotten your
username, you can retrieve it by entering
your registered email account.

Username
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1.5 A message will then appear confirming the system has sent an email with further instructions to
your email address. There will be a link within that email which you can click to reset your
password. Once you have followed the link and reset your password tap ‘OK’ and try logging in
again.

NOTE: If you want to use the link to reset your password, you must use the link within 1 hour of
receiving the email before the link expires.

al Telstra & 8:18 am 1]
S i S Y

Cancel @ dfid.dayforcehcm.com »A

Reset Password

We will send an email with further
instructions to this account if it is associated
with a user on this system. The email will let
you recover your username, so if you know
your password, you can simply log in to the
application. If you have lost or forgotten your
password, click the link in the email. You will
be asked for further information. To choose a
new password, you must click the email link

within an hour of receiving it.

2.0 Changing your Password - Mobile App

2.1 To change your password, log in to the App, click on the ‘Profile’ button in the top right corner.

D) = [@]

Role: Team Member with WFM

Unread messages
currently not available

Next pay date
Wed, 2 Aug 2023

Next scheduled shift
9:00 am - 5:36 pm

Tue, 25 Jul 2023

No time away requests in the
next 30 days

®

6 B B O -

Home Availability Calendar Clock More
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2.2 From here click on the ‘My Profile” button.
lalTelsua 66 azam 3]

Profile Done

Demo Employee

My Profile

PREFERENCES

Settings

Widgets

Help

2.3 From within your profile, scroll down to the bottom of the page and click on the “Reset password’
button.

< Profile My profile Edit (@

Secondary

259 Gympie Road

Kedron Queensland 4031
Australia

Effective date: 28 July 2023

Ge

EMERGENCY CONTACTS

No emergency contacts. Tap to add

BALANCES

Remaining Annual Leave

5.86 Hours

Long Service Leave - Usable
0 Hours

Personal/Carers Leave
.39 Hours

Reset password

Update security questions
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2.4 From here, type your old password into the ‘Old Password’ field and add a new password to the
‘New Password’ and ‘Re-type password’ fields, then tap ‘Save’.

Cancel Change password

Fill in the fields below to change your current
password. If successful you will use the new
password on the next login.

Old password

New password

Re-type password

3.0 Navigation - Mobile App

3.1 Home Screen
From the home screen you can navigate your way around the App via a series of shortcuts. You can use these to
review unread messages, see your next pay date and view your earnings & payslips, view your rosters and schedules
shifts, and access your Time off requests. You can access all these areas by selecting from the relevant shortcuts

highlighted below.
[wiTelsva 66 gatpm )

D = @

Role: Team Member with WFM

Unread Message @

Next pay date

Wed, 2 Aug 2023

Next scheduled shift
9:00 am - 5:00 pm

Tue, 1 Aug 2023

Current time away ends @
Mon, 31 Jul 2023 o

®

@ B (@

Home Availability Calendar Clock More
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3.2 Notifications & Inbox

3.2.1 Toreview your notifications, actions, tasks pending approval and messages, you can do so
by clicking on the ‘Inbox’ button, which you can find by tapping on the Envelope icon.

D [=]®

Role: Team Member with WFM

Unread Message @
@ Next pay date
Wed, 2 Aug 2023

— Next scheduled shift
9:00 am - 5:00 pm

Tue, 1 Aug 2023

@ Current time away ends @

Mon, 31 Jul 2023 °

o ® O -
Home Availability Calendar Clock More
3.2.2  Once within your Inbox, you can review any pending requests you need to view for any
messages, reports you create, notifications for workflows (such as training, approvals,
accepted changes and forms).

[mitesra®s mmsem L)
x Messages + ®
Q, Search
LATEST

@ FORM SAVED: The Address transactio...

E] ReportEmployeePrintedSched... ]
Show all

MAILBOXES -

B4 Messages

E Reports 1

@ Notifications

& Actions
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3.3 Profile

3.3.1 Tap on the ‘Profile’ button in the top right corner.
[Teisia 56 wazam )]

D =
Role: Team Member with WFM
Unread messages
currently not available
@ Next pay date
Wed, 2 Aug 2023

— Next scheduled shift
9:00 am - 5:36 pm

Tue, 256 Jul 2023

No time away requests in the
next 30 days

4 B B O -

Home Availability Calendar Clock More

3.3.2 From here tap on the ‘My Profile’ button.
[aTelsia 66 awazam (%]

Profile Done

Demo Employee

My Profile

PREFERENCES

Settings

Widgets

Help
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3.3.3  From within your profile, scroll down the page to review your Work Information, Manager

details, contact information, addresses, emergency contacts and leave balances.
[miTelsa &% maspm  C(#)] [mitelsa &5 saspm (8]
[mitelsta® s saepm (3]

< Profile My profile Edit (@ < Profile My profile Edit (@)
CONTACT INFORMATION < Profile My profile Edit @
Moabile
AUS 0400000000 O % EMERGENCY CONTACTS
Business Email Primary Name
- hnuttall@ingeniacommunities.com.au Mum Mum
Demo McDemo . Relationship
Grounds & Maintenance - Officer Parent
No online profiles. Tap to add §
Mobile %
WORK INFORMATION AUS 0400000000
ADDRESSES
Employee BALANCES
nymRer 102274 Primary Residence
Job + . 257 Gympie Road Remaining Annual Leave
Assignment  Orounds & Maintenance - Officer Kedron Queensland 4031 h 104.84 Hours
Australia
Hire date 21 Feb 2022 Effective date: 1 August 2023 Long Service Leave - Usable
0 Hours
Original
HeAate 21Feb 2022 EMERGENCY CONTACTS PersonalfCarers Leave
7.99 Hours
3:{'9'0”“/ 21 Feb 2022 Primary Name
Mum Mum
Hourly rate  Tap to show Relationship Reset password
Parent . _
Manager m Update security questions
Mark linnenlatz Mobile ~n

34 Directory

3.4.1 From the home page, tap on the Menu button. Please note for Apple Users, this will
appear as the ‘More’ button in the bottom left corner. For Android Users, this will appear
as the Hamburger icon in the top left corner.

Apple Phone View ’ ’ Android Phone View ‘

[wiTeista 56 wazem 8] 1206944, « om0 00ne
D =2 @ El D =@ :

Contigurtion Site

Role: Team Member with WFM
. Current Shift Ends
B 5:00 pm
M. 31 July 2023
Unread messages
currently not available

) Next Pay Date
=" Wed, 02 Aug 2023

[

Next pay date
Wed, 2 Aug 2023 OR

B No unread messages
Next scheduled shift
9:00 am - 5:36 pm

Tue, 25 Jul 2023

@

x Current Time Away Ends
No time away requests in the Mon, 31.July 2023
next 30 days

®

¢ 2 8 o[- o

Home Avallability Calendar Clock More

0 |
(i
: @
-
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3.4.2  From the menu tap on the ‘Directory’ tab.

Done Menu Edit

FAVOURITE TABS

£} Home
£ Availability
Calendar

@® Clock

FEATURES

-.!; Dayforce Assistant

{4 Directory

£21 Earnings
My Goals
4 Schedules
3.4.3 Within the directory, search for the Employee Name and tap on the employee profile you

want to view. This will then allow you to review their name, position, department, location
and any work-related contact information they permit you to view.

Chelsey Hammond
Systems Manager e @ o

Directory ® Directory ® £ Directory Chelsey Hammond
I Q Search I Q, Chelse (<]
Chelsea Lieschke
Guest Experience - Supervisor
& @ Chelsea McGowan Chelsey Hammond
i 0 Development - Project Assistant Systems Manager
N\e @
Search for a colleague
) 9 ) Chelsey Burnett
Search for, view and contact anyone in Housekeeping - Attendant WORK INFORMATION
your organisation
Location
Support Office Brisbane - People
& Culture
Department
People & Culture
[ = . PANTANT MERBLIATION
o el e A= ® & = ® -
Y Home Availability Calendar Clock More Home Availability Calendar Clock More
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3.5 Dayforce Assistant

3.5.1 From the home page click on the menu button.
Please note for Apple Users, this will appear as the ‘More’ button in the bottom left
corner. For Android Users, this will appear as the Hamburger icon in the top left corner.

Apple Phone View ’ | Android Phone View ‘

2] =2 @ [=] > =@ :

Comtigurntion Site

Role: Team Member with WFM
. Current Shift Ends
5 s:00 pm
Mon, 31 July 2023
Unread messages
currently not available

Next Pay Date
Wed, 02 Aug 2023

[
o)

Next pay date
Wed, 2 Aug 2023 OR

B4 No unread messages
Next scheduled shift

9:00 am - 5:36 pm

Tue, 25 Jul 2023

@

x Current Time Away Ends
Mon, 31 July 2023

No time away requests in the

®

next 30 days
@ &8 (D e @ = B8 0O ¢
Home Avallability Calendar Clock More Avollability  Cokend otk

3.5.2 Select ‘Dayforce Assistant’ from the menu.

Done Menu Edit
Calendar
@ Clock
FEATURES

L!J Dayforce Assistant

{2] Directory
3] Earnings
My Goals
# Schedules
¥ Time Away

= Timesheet
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3.5.3 You can use Dayforce Assistant like an interactive chat service to get help in the system or
ask it to complete certain tasks such as:

Review Time Off balances

Create or cancel Time Away Requests

Check when you are working next

Update your contact information

VVYVYV

To get Dayforce Assistant to help you can use one of the auto text questions in the section
highlighted below by selecting it or typing in your request and tapping ‘Send’.

Dayforce Assistant @
7:10 pm

Hello Demo, this is Dayforce.
I'm here to help perform tasks.

What would you like to do?

(When am| working?) (What is my balar

=)

Type a message
I The I'm

QWERTYUI OFP

A'S DFGHUJKL

3.5.4 Assistant will then review your request and send you a response.

Dayforce Assistant @ Dayforce Assistant @
2 T Hello Demo, this is Dayforce.

I'm here to help perform tasks.
Hello Demo, this is Dayforce.

I'm here to help perform tasks. i
What would you like to do?

What would you like to do? )
When am | working?

When am | working?

You are working tomorrow from
9:00 AM to 5:00 PM.

(X X}
Okay I'm done
[Type a message 9
| The I'm

QWERTYU I OFP

) 4 Z X CVBNM &
ﬁ} = @ S 123 @ space
Home Availability Calendar Clock More . 0000000000000
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4.0 Leave & Time Off - Mobile App

4.1 Requesting Time Off

4.1.1 To make a time off request from the home page, tap on the Time Away icon (plane) form

the home page or tap ‘More’, then scroll down and tap ‘Time Away’.
alTelsta 56 mazam () CallTelswa 56 Ttazam  (4) allTestas  ga3am C(F)

D = @ D 2 Q

Done Menu Edit
Role: Team Member with WFM Role: Team Member with WFM N .
Calendar
Unread messages Unread messages
currently not available currently not available (@® Clock
OR
FEATURES
@ Next pay date @ Next pay date
Wed, 2 Aug 2023 Wed, 2 Aug 2023 & Dayforce Assistant
{1] Directo
— Next scheduled shift Next scheduled shift & i
9:00 am - 5:36 pm 9:00 am - 5:36 pm
Tue, 25 Jul 2023 Tue, 25 Jul 2023 £2) Earnings
) ) . ' My Goals
No time away requests in the No time away requests in the
next 30 days next 30 days
2 Schedules
A Time Away
. L . . [E Timesheet
@ & (I @ =2 O |-
Home Availability Calendar Clock More Home Availability Calendar Clock More

4.1.2 From here you can view the Time Away page. By selecting the ‘All’ tab, you can review all
your time off requests, whether approved, denied, pending or cancelled.

Pending
Personal/Carers Leave
Friday, 28 July 2023

Time Away ooo

& B B O -

Home Availability Calendar Clock More
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4.2 Editing a Time Off Request

4.2.1 To edit a current time off request, tap on the absence you want to edit.

Time Away oco

All Pending

Personal/Carers Leave
Friday, 28 July 2023

= = I C IS

Home Availability Calendar Clock More

4.2.2 Click on the ‘Edit’ button in the top right corner.

[mitelsva s sazam )]
{ Time Away  View request @

DETAILS
Reason Personal/Carers Leave

View balances

Requested: 7.6 hours

TIME

Start Fri, 28 Jul 2023
End Fri, 28 Jul 2023
All day

& 28 @B O -

Home Availability Calendar Clock More
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4.2.3 From here, you can adjust the date of the leave request or the duration by editing the
fields under the ‘Time’ section highlighted below.

Cancel Edit request Save

DETAILS

Reason Personal/Carers Leave
View balances

Requested: 7.6 hours

TIME
Start Fri, 28 Jul 2023
End Fri, 28 Jul 2023

©

COMMENTS

Tap to add a comment...

4.2.4  You can also change the time off type by selecting the ‘Reason’ section highlighted below
and changing the time off type.

EXAMPLE: If you want to change your leave from paid ‘Personal/ Carers Leave’ to ‘Leave
without Pay’ you can change the request here.

Cancel Edit request Save £ Edit request Reason Balances
Q Search

DETAILS

I Reason Personal/Carers Leave I Charity Leave

View balances

Compassionate Leave

Requested: 7.6 hours Jury Duty
TIME Leave Without Pay
Start Fri, 28 Jul 2023

Long Service Leave
End Fri, 28 Jul 2023

©

Personal/Carers Leave v
Reserves Leave

Study Leave

COMMENTS

Transitional Leave
Tap to add a comment...

Created: July 2023 Page 16 of 68



WFM Team Member User Guide

4.2.5 Once you have made any required adjustments to your leave type, tap the ‘Save’ button to

save your changes.
[wifesra = @seam  0(#)]

Cancel Edit request

DETAILS

Reason Personal/Carers Leave
View balances

Requested: 7.6 hours
TIME
Start Fri, 28 Jul 2023
End Fri, 28 Jul 2023

©

COMMENTS

Tap to add a comment...

4.3 Cancelling a Time Off Request

4.3.1 From the Time Away page, tap on the absence you want to cancel.

Time Away 000

All Pending

PersonalfCarers Leave
Friday, 28 July 2023

& 2 B O -

Home Availability Calendar Clock More
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4.3.2 From within this tab, click on the Rubbish Bin icon to delete the absence.

{ Time Away  View request @I Edit
DETAILS
Reason Personal/Carers Leave

View balances

Requested: 7.6 hours

TIME

Start Fri, 28 Jul 2023
End Fri, 28 Jul 2023
All day

=T TR C R

Home Availability Calendar Cleck More

4.3.3 Theclick the ‘Delete’ button when it appears, and your absence will delete.

< Time Away  View request [ﬁf] Edit £ Time Away  View request @T
DETAILS DETAILS

Reason Personal/Carers Leave Reason Personal/Carers Leave
View balances > View balances

Requested: 7.6 hours Requested: 7.6 hours
TIME b= -
“

Start Fri, 28 Jul 2023 Start Deleting... T, 28 Jul 2023
End Fri, 28 Jul 2023 End Fri, 28 Jul 2023

Al day 0 All day

Delete

Cancel A = ® o

Home Availability Calendar Clock More
numne Avanaumy Carenuar QOIS mure
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5.0 Updating your Details- Mobile App

5.1 Edit Contact Information

5.1.1 From the Home page tap on the Profile icon in the top right corner.

D = [0]

Role: Team Member with WFM

Unread messages
currently not available

@ Next pay date
Wed, 2 Aug 2023

— Next scheduled shift
9:00 am - 5:36 pm

Tue, 25 Jul 2023

No time away requests in the
next 30 days

& 2 B O

Home Availability Calendar Clock More

5.1.2  From here, tap on the ‘My Profile’ button.

Profile Done

Demo Employee

My Profile

PREFERENCES

Settings

Widgets

Help
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5.1.3 The select ‘Edit” and chose ‘Edit Contact Information’.

< Profile My profile ®

Demo McDemo

Grounds & Maintenance - Officer

WORK INFORMATION

Employee
number 102774

Job

Assignment  Grounds & Maintenance - Officer

Hire date 21Feb 2022

Edit contact information

Edit addresses

Viouny ras 1ap v Sniuvy

Cancel

Mark hinnaniatz -—

5.1.4 From here you can edit your phone number, email address or add emergency contacts
then tap ‘Save’.

Cancel Edit profile Save
PHONE NUMBERS
AUS 0400000000

@ wobile

Alerts Unlisted
e Add phone number
EMAIL ADDRESS

hnuttall@ingeniacommunities.com.au

Alerts O Is not verified

0 Add email address

° Busin..

ONLINE PROFILES

o Add online profile
EMERGENCY CONTACTS

e Add emergency contact
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5.2 Edit Addresses

5.2.1 From the Home page tap on the Profile icon in the top right corner.

B P - =)
D = [@]

Role: Team Member with WFM

Unread messages
currently not available

Next pay date

Wed, 2 Aug 2023

Next scheduled shift
9:00 am - 5:36 pm

Tue, 25 Jul 2023

No time away requests in the
next 30 days

®

6 B B O -

Home Availability Calendar Clock More

5.2.2  From here, tap on the ‘My Profile’ button.

Profile Done

Demo Employee

My Profile

PREFERENCES

Settings

Widgets

Help
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5.2.3 The select ‘Edit” and chose ‘Edit Addresses’.
[mitesra®. zi0pm s cm)]

£ Profile My profile ®

[C]

Demo McDemo

Grounds & Maintenance - Officer

WORK INFORMATION

Employee
number

102774

Job

Assignment Grounds & Maintenance - Officer

Hire date 21Feb 2022

Edit contact information

Edit addresses

v

Cancel

Mark hinnaniatz -—

5.2.4 From here you can edit your addresses. To edit an existing address tap on the address. Edit
any details by tapping on the relevant section. Remember to tap ‘Save’ to save your
changes.

You can also schedule a date for the address to expire (for example this is useful for if you
are moving house and want us to stop using that address for you after your move date).
You can also Delete the address by taping on the ‘Delete’ button.

Done Addresses + Cancel Edit address
Active All Q Find your address

Agaress Line 4 (opuondl)

PRIMARY RESIDENCE

123 Demo Place City
Demo Town Victoria 3000
. Kedron
Australia
Effective date: 21 February 2022
ﬁ State

Queensland
SECONDARY
259 Gympie Road Postcode
Kedron Queensland 4031 4031
Australia
Effective date: 28 July 2023

Effective date 27 Jul 2023

Add active until

Delete
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5.3 Edit Other Information

To edit other information on your profile, you are required to log in to a computer and use a web browser to access
the Dayforce website. From here, you can access the ‘Forms’ page (e.g. Google Chrome, Safari).

6.0 Updating your Availability - Mobile App

You are able to submit a request to amend your availability to work. To do this you must be submitting the requested
change at least two weeks in advance.

6.1.1 If you wish to change your availability, from the home page tap on the ‘Availability icon’.

D = @

Role: Team Member with WFM

Unread messages
currently not available

Next pay date

Wed, 2 Aug 2023

Next scheduled shift
9:00 am - 5:36 pm

Tue, 25 Jul 2023

No time away requests in the
next 30 days

®

@& |21 & O -

Home Javailability Calendar Clock More
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To set up your Default Availability, tap on the menu button (three dots in the top right
corner).

Availability

[e]e]e}

| August 2023 >
MON

7 8 9 10 m 12 13

TUE WED THU FRI SAT SUN

Created: July 2023

® APPROVED

Monday

7

Tuesday

8

Wednesday
9

Thursday
10
Friday
1

Saturday

12

Sunday
13

- Approved default availability

A

Home

C]

Calendar Clock

Availability

6.1.3 Then tap on ‘Edit my default’.

Allday ®

Allday @

Allday ®

All day @

Allday ®

All day ®

All day @

More

Availability coo
|
© Edit this week
MON TUE [
28 29
E]] @ Edit my default -
e Delete pending
Friday request »
-
i | |
= [3 Use default B
availability
Saturday »
=
g Help n
Sunday All day @
3 Allday B

- Approved temporary availahility

» Default availability change pending approval effective

28 August 2023

A

Home

C]

Clock

Availability Calendar

More
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6.1.4 From here, you can choose an effective date by toggling with the ‘Effective as of’ field. You
can also adjust your default availability for each day of the week by selecting the day you
wish to adjust.

Cancel Editing default Save

EFFECTIVE AS OF

28 August 2023

SUMMARY

Monday All day
Tuesday All day
Wednesday Not available
Thursday All day
Friday All day
Saturday All day
Sunday All day

6.1.5 To mark yourself as unavailable for that day every week, toggle off the ‘Available’ field,
then tap ‘Done’.

Cancel Edit Default Done Cancel Edit Default
< Thursday > < Thursday >

Available

Available

| @,
All day o Copy to

From 12:00 am
To 12:00 am ﬁ
Copy to
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6.1.6  To adjust your availability for part of that day, toggle the ‘All Day’ field off, and edit the
start and finish times of your availability for that day, then tap ‘Done’.

i Telsta ®X O wmsem () i Telsta®: tepm (8
Cancel Edit Default Done Cancel Edit Default Done
< Thursday > < Thursday >

Available o
Available [ @)
All day
All day (:) | ﬁ From 12:00 pm
From 12:00 am To 10:00 pm
To 12:00 am
Copy to 9 45 AM
10 00 PM
11 15

° Add another availability range

Copy to

6.1.7 When you are happy with your availability changes review them and tap ‘Save’. This will
then send a request to your manager for approval.

Telsta L wepm el8)
Cancel Editing default

EFFECTIVE AS OF

28 August 2023

SUMMARY

Monday All day
Tuesday All day
Wednesday Not available
Thursday 12:00 pm - 10:00 pm
Friday All day
Saturday All day
Sunday All day
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6.1.8 To adjust availability for a one-off day, return to the main availability page, select the
individual day you want to adjust.

Availability o000
< Aug. - Sep. 2023 >
MON TUE WED  THU FRI SAT SUN
28 29 30 31 1 2 3
- ArrnuvLw
Monday 9:00 am - 2:00 pm ®
28

9:00am-2:00pm A

Tuesday All day ®
29 All day ®
Wednesday All day ®
30 All day m
Thursday All day @
&L All day m

& 8 B O -

Home Availability Calendar Clock More

6.1.9 Edit the availability details to suit your preferences as detailed in 6.1.6 then tap ‘Save’.

i Telsta 56 % edzpm  CEm
Cancel Edit availability Save
< Wednesday >

30 August 2023

Available

| @
All day [ @

From 12:00 am
To 12:00 am
Copy to

Copy last Wednesday
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7.0 Viewing your Rosters (Schedules) - Mobile App

7.1.1

From the home page click on the menu button.

Please note for Apple Users, this will appear as the ‘More’ button in the bottom left
corner. For Android Users, this will appear as the Hamburger icon in the top left corner.

Apple Phone View ’

| Android Phone View ‘

p)

® A% 400%e

=@ :

1208490 «

[=] >

2 0

Comtigurtion Site

Role: Team Member with WFM

@ ® ©®

Current Shift Ends
5:00 pm

31 July 2023
Unread messages

currently not available

Next Pay Date
Wed, 02 Aug 2023

[
wo)

Next pay date

Wed, 2 Aug 2023 OR

No unread messages
Next scheduled shift

9:00 am - 5:36 pm

Tue, 25 Jul 2023

Current Time Away Ends

@ No time away requests in the x Mon, 31 JUIY 2023 4
next 30 days
@ = ® |- a8 =2 B 0O
Home Avallability Calendar Clock More Y alkend lock vloree
7.1.2 Select ‘Schedules’ from the menu.
[miTeisia = sasam e (#)]
Done Menu Edit
Calendar
(@® Clock
FEATURES

Created: July 2023

& Dayforce Assistant
{1 Directory
£2) Earnings

My Goals

#. Schedules

¥ Time Away

E Timesheet
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7.1.3  From within the Schedule you can view your rostered shifts. To view more detail regarding
your shift, tap on the shift itself.

Schedules v @ e

Hervey Bay Holidays - Grou...

< 31 Jul-6 Aug 2023 >
M Tu W Th F Sa  su
31 1 ® - 4 5 6
L] ] . L] L]

My Shifts (1)

Officer
Hervey Bay Holidays - Grounds & Maintenance
9:00 am - 5:00 pm @

Scheduled colleagues (0) ~

@ 2 B O -

Home Availability Calendar Clock More

7.1.4  From within the shift you can view the start and finish time scheduled, date, role,
department and location. To exit this screen tap ‘Cancel’.

o Telswa O azszpm (4
My shift ®

SHIFT DETAILS

Employee name
Demo McDemo

Location
Hervey Bay Holidays - Grounds & Maintenance

Department
Grounds & Maintenance

Job
Officer

Scheduled
Wednesday August 02
9:00 am - 5:00 pm
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7.1.5 If you work across multiple Site Locations or Departments, you can toggle between
multiple sites to view your different shifts using the arrow in the header and selecting your

role or location from the drop down menu.

Schedules @ . Schedules A
Hervey Bay Holidays - Grou.. Hervey Bay Holidays - Grounds & Maintenance

¢ 31 Jul-8 Aug 2023 > Hervey Bay Holidays - Grounds & Ma... +/
M Tu w Th F Sa Su Hervey Bay Lifestyle - Grounds & Mainte...
31 1 o 3 4 5 6

My Shifts (1)

Officer
. Hervey Bay Holidays - Grounds & Maintenance

9:00 am - 5:00 pm @

Scheduled colleagues (0) ~

oy ) - U0
& B CREE B B o -
Home Availability Calendar Clock Mare Home Availability Calendar Clock More

7.1.6  You can use the filter function to adjust which shifts you see. To do this tap on the filter
button, toggle with the filter features and tap ‘Apply’.

Schedules - cee
Hervey Bay Holidays - Grou... =
Cancel Filter Apply

< 31Jul-6 Aug 2023 >
M Tu w Th F sa Su FILTER COLLEAGUE SHIFTS BY
Department
31 1 ® - 4 5 6 Any
L] . L] L] .
. Job
My Shifts (1) Any

Start/End time 12 am - 12 am

Officer
. Hervey Bay Holidays - Grounds & Maintenance
9:00 am - 5:00 pm @
LI T I Y Y O O

Scheduled colleagues (0) ~
SHOW/HIDE

Overlapping shifts only

Reset filters

6 B B O -

Home Availability Calendar Clock More
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8.0 Clocking your time - Mobile App

8.1.1 Toclock your time, tap on the Clock button on the bottom of the screen. You will need to
allow the Dayforce app to access your location for this feature to work, so if prompted to
approve this access, please select ‘Allow While Using the App’.

NOTE: You can only clock on or off when you arrive at work ready to start a shift. You must be on site to

punch on or off. For these reasons you will be required to allow the Dayforce app to use your location.

D

Role: Team Member with WFM

Unread messages
currently not available

Next pay date
Wed, 2 Aug 2023

Next scheduled shift
9:00 am - 5:36 pm

Tue, 25 Jul 2023

No time away requests in the
next 30 days

®

Allow “Dayforce” to use
your location?

We use your location to determine if
you are close enough to work to punch
in or out, to set the coordinates for
work sites (if you are authorised), or if
your employer requires a record of the
location where you punched.

- " o NTHave .
4 Precise: On S MTHay
Mount Alvernia % 3 QKedron Statd
College School

Pge 1 a EIGHTH ayg

SEVENT
H v
BROUGHTON RD AVE

SIXTH pye
53

BROOKc., A3

Allow Once

& =2 # [0

Home Availability Calendar Clock

Created: July 2023

Allow While Using App

Don't Allow
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8.1.2 When you arrive on site and are ready to commence your shift, you can tap on the ‘Punch
In” button. Once you have punched in you may see the ‘Submitting punch’ loading symbol.
Please wait for this to finish submitting before you close the app and start work. When
your punch has been submitted the clock will state that ‘You are clocked on’” and present
you with buttons to clock a ‘Meal Start” or ‘Punch Out’ (See image number 3 below).

WFM Team Member User Guide

NOTE: You do not have to clock your meal breaks as the system does this automatically, but if you
want to you can choose to do this.

!l Telstra & ®© 4:19 pm 7 (== ol Telstra & ® 4:19 pm

Clock ® Clock

7 (== ol Telstra &

Clock ®

4:19 pm

oliday

4:19 pm ; 4:19 pm

@ You are clocked off @ You are clocked off
> @ You are clocked on

Scheduled meal starts at 07:00 PM Scheduled meal starts at 07:00 PM
Next scheduled shift starts at 09:00 AM, Tue

12TH ave ‘ 2TH Avg 4
o o \\ = Jul 25
g > g 1 : \ |
s REMORNE o \ &e AVE EMEang g \ b : e ¢ g
g @ Mountiivemia [ L) s dron state @ Mount Alvernia < 2 o Kedron State g @ Mdunt Atvernia o £ @Kedron state
- College | & School B College \ S School! K ; Cbliege B S School o«
Padua College C &‘ 5 iy P lpadua College badua College R -
5 o = . |
(5. iy Ave Submitting punch... "4« O
Repcol / Repco
5, = A3 s . o BROONs oo
ROOKE € A ‘;‘QH “\Jn \w 20KFIE L «A\v o 0.80) B ot
3 srAFF&D_RD%' w w.&“ . sﬂm::_n,,/ ¢ o
GoUtaupy gy o © Kedr CouLsupy ¢; o O Kedr dr
3 Usr High : < ey High . LT g
s > Punchin ] s > Punchin r O Punch out
T ) . . ;o j z
€Maps: § Lasal €Maps: & faal €Maps: goal

Recent activities

2 o - . - o eee
= C A= ® f 2 ®
Availability Calandar Clock Yo Home Availability Calendar Clock More

Home Availability Calendar Clock More Home

8.1.3 When ready to clock off, re opening the clock in the App and press on ‘Punch Out’. If the
punch has been successful, the screen will display the message ‘You are clocked off’.

!l Telstra & © 4:19 pm 7 ( =n ull Telstra & ® 4:19 pm 7( =

Clock ® Clock

Cemeery— =

Hervey Bay Holidays
@ You are clocked off Av

Recent activities Recent activities

| @ You are clocked on | % Scheduled meal starts at 07:00 PM
Next scheduled shift starts at 09:00 AM, Tue = s £ Baiss s 1H ave
Jul 25 RENMOANE np, | S
a VA oo 3
& ANERD e Mount Alvernia \ < Kedron State
& @ Mgunt Alvernia SRR oKedru\n State ° College & & O SEhool
= College < School! OK | 2 NINTH 26
S K ve
badua College ge < ns,,“.’.u
& Seventl, ..

NEERN ayg

€Maps & 2 Legal

Recent activities

& B2 B O -

@ Success
Demo Employee (103767) Punched out at 4:19 PM

Home Availability  Calendar Clock More
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9.0 Viewing your Payslips - Mobile App

9.1.1 From the home page, tap on the Menu button. Please note for Apple Users, this will
appear as the ‘More’ button in the bottom left corner. For Android Users, this will appear
as the Hamburger icon in the top left corner.

Apple Phone View ‘ Android Phone View ‘
[ Teista 66 azem (%] 1208944.0 - %% .4 90%8
5 = @ B =@ :
Condiguration Site

Role: Team Member with WFM
Current Shift Ends
5:00 pm

Y

EE

yly 2023
Unread messages
currently not available

Next Pay Date
Wed, 02 Aug 2023

o
wo

Next pay date
Wed, 2 Aug 2023 OR

B No unread messages
Next scheduled shift

9:00 am - 5:36 pm

Tue, 25 Jul 2023

@

x Current Time Away Ends
Mon, 31 July 2023

No time away requests in the

®

next 30 days
N & (B e 6 =2 B 0O ¢
Home Avallability Calendar Clock More Home locs
9.1.2 From the menu tap on the ‘Earnings’ tab.
lTesta o 2szem k(4]

Done Menu Edit

FAVOURITE TABS

£} Home
B Availability
Calendar

@® Clock

FEATURES

@; Dayforce Assistant

Directory

£21 Earnings

My Goals

48 Schedules
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9.1.3 From the earnings tab, you will be able to view any Payslips as they are issued via Tribe, to
view more details tap on the Payslip date you want to review.

Earnings e
19 Jul 2023 $895.02
INA Operations PTY LTD ATF  INA Operations Trust
No.1-#
17 Feb 2023 $0.00
INA Operations PTY LTD ATF  INA Operations Trust
No.1-#

@ B

Home Availability Calendar Clock More

9.1.4 Onthe Summary tab, you can view a breakdown of your earnings for that payslip,
including a summary of your Net Pay and Taxes. If you scroll down the page, you can view
further details outlining the number of hours and percentage of time earned as ordinary
wage hours, as well as Penalty Rates and Allowances.

£ 19 Jul 2023 4 19 Jul 2023
' laxes $44.00 4.08 %
Current
7/3/2023 - 7/16/2023 @ retoay $895.02 95.32 %
Hours 103.60 100.00 %
QOrdinary 76.00 73.36%
Sat Pen 256% 7.60 7.34%
Sun Pen 50% 7.60 7.34%
Laundry Allow 2.00 1.93%
Laundry Allow 6.00 579%
g:‘t‘?{"m“ 440 4.25%
Earnings $939.02 100.00 % Net Pay BSB Code Account # $895.02
@ s $44.00 468 % Bank Details ~ WBC 733636 XX8547 $895.02
@ retoy $895.02 95.32 %
Hours 103.60 100.00 %
& = o o = o -
Home Availability Calendar Clock More Home Availability Calendar Clock More
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9.1.5 Ifyou toggle over to the Preview tab, you can review the total breakdown of the earnings
for each item (such as ordinary wages, penalties and allowances). If you scroll down the
page further, you can view the cost of taxes deducted and the net pay sent to your bank
account.

NOTE: This is a preview of your pay information. To view a full Payslip, you need to access
the Dayforce Web Version. See Section 12 for instructions on how to access this.

< Summa " < 5UI‘HI‘I15FY "

14 19 Jul 2023 < 19 Jul 2023
Earnings 1U3.60 $Y3Y.02
The mobile earnings preview is for your convenience
and is not meant to replace your earning statement. Ordinary 76.00 11.1700 $848.92
Please log into the web application to view your full
earning statement. Sat Pen 25% 7.60 27925 $21.22
Sun Pen 50% 7.60 5.56850 $42.45
Current
7"3/2023 - 7I1Gf2023 Laundry Allow 2.00 0.2500 $0.50
Hr/unit Rate Amount Laundry Allow 6.00 2.4000 $14.40
. Afternoon
Earnings 103.60 $939.02 Shift 4.40 2.6200 $1153
Ordinary 76.00 1.1700 $848.92
Taxes $44.00
Sat Pen 25% 7.60 2.7925 $21.22
PAYG $44.00
Sun Pen 50% 7.60 5.56850 $42.45
Laundry Allow 200 0.2500 $0.50 Net Pay BSB Code Account # $895.02
Laundry Allow 6.00 2.4000 $14.40 Bank Details ~ WBC 733636 XX8547 $895.02
Afternoon
Shift 4.40 2.6200 $11.53

d & B O - a6 B 538 ©® -

Home Availability Calendar Clock More Home Availability Calendar Clock More
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10.0 Logging in — Dayforce Website

10.1.1 From your computer, tablet or smartphone go to your preferred Web Browser (e.g. Safari,
Google Chrome, Microsoft Edge) and search for “Dayforce HCM” or alternatively go to this
web page: https://www.dayforcehcm.com/mydayforce/login.aspx

< C @ (3 hitps;//www.dayforcehcm.com/mydayforce/login.aspx

R;;é*x‘-m{%@%""@

CERIDIAN
Dayforce

Log in

All fields are required

Company

Company s required

User Name

Password

Can't access your account?

© 2009 - 2023 Geridian HCM, Inc. All Rights Reserved. Built on 67/2023 6:14:03 PM
Terms of Use  Privacy Policy

10.1.2 Typein ‘Ingenia’ as the Company ID.

CERIDIAN
Dayforce

Log in
All fields are requwred.
Company
Ingenial
User Name
Password

Can't access your account?

Created: July 2023 Page 36 of 68
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10.1.3 Type in your ‘Username and Password’ then click ‘Login’.
» Username: Will be the same as the one you use for Tribe Learning, which should
be firstname.surname
» Password: Will be the same as the one you use for Tribe learning. If you are
unsure what this is, you can click the “Can’t access your account” button and
follow the prompts to reset a new password.

CERIDIAN
Dayforce

Log in
All fields are required.
Company
Ingenial
User Name

Password

I Can't access your account? I

10.1.4 If resetting your password, a Reset Password window will appear. Enter your username or
your personal email address then tap on ‘Submit’.

Reset Password X

To reset your password you must enter your user name or a verified
email account that you have registered with us. If you have forgotten
your user name, you can retrieve it by entering your registered email
account.

User Name
demo.mcdemo

Or

Email

Created: July 2023 Page 37 of 68
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10.1.5 A message will then appear confirming the system has sent an email with further
instructions to your email address. There will be a link within that email which you can click
to reset your password.

Once you have followed the link and reset your password tap ‘OK’ and try logging in again.

NOTE: If you want to use the link to reset your password, you must use the link within 1
hour of receiving the email before the link expires.

Reset Password %

We will send an email with further
instructions to this account if it is associated
with a user on this system. The email will let
you recover your username, so if you know
your password, you can simply log in to the
application. If you have lost or forgotten your
password, click the link in the email. You will
be asked for further information. To choose a
new password, you must click the email link

within an hour of receiving it.
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11.0 Navigation & Home Dashboard — Dayforce Website

11.1 Directory Search
11.1.1 To search the directory for a colleague click on the ‘Magnifying Glass” icon in the top right
corner.

£ Q © =g DM

11.1.2 Search the name of the employee you are looking for to view their position, site location
and any contact details they make have chosen to share.

2 [Q|l@ m FF

+ i -

All People Featuras Reports

demd

People

Demo Corporate 102327
Development Manager * Corpaorate Office Sydney - Develog

Demo Corporate Manager 102213
Development - Development Director * Corporate Office Sy

Demo McDemo 102774
Grounds & Maintenance - Officer = Hervey Bay Holidays - G
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11.2 OrgChart
11.2.1 To view the Organisation Chart, click on the ‘People’ icon in the top right corner.

/1 Q @ = O™

11.2.2 Click on the relevant individual employee to view their information, to view their manager
click on the employee name then click on the ‘Show Manager’ Button.

Config Site (2023.1.1.12)

= =« 3 tribe. people 2 Q0 m ow

*eople Dialog

Zoom In ZoomOut I FitToScreen || % Show Manager |\, Hide Manager | &2 Show Employees N Hide Employees | 4 Export
H &

[ [[]

Mark Juppenlatz

Site Management -
Mark Juppenlatz Tourism Manager

=]

Job Assignment
Site Management - Tourism Manager

Location
Hervey Bay Holidays - Sits Management

Department
Site Management

Manager
Mourell Dunston
Lo eruc Demo MeDemo sopnio NN e
Guest Experience - Grounds & Maintenance Grounds & Maintenance Housekeeping - Housekeeping -
Officer - Supervisor - Officer Attendant Supervisor

11.2.3 You should now be able to repeat this process to view the different layers of Management
within the business.

Zepple Dialo;
TR @, zoomin € zoomOut [ FitToScreen | %, Show Manager | Hide Manager | &2 Show Employess 2 Hide Employees |  # Export

Mourell Dunston

Site Management - Area
Manager

Mourell Dunston

a

Job Assignment
Site Management - Area Manager

Location
Support Office Brisbane - Site Management

Department

Site Management Shane Sutton Mark Juppenlatz Robin Sandwith
Site Management - Site Management - Site Management -
Tourism Manager Tourism Manager Tourism Manager

Lar sl Demo McDemo sophi R Annie [N

Guest Experience - Grounds & Maintenance Grounds & Maintenance Housekeeping - Housekeeping -
Officer - Supervisor - Officer Attendant Supervisor
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11.3 Preview Balances
From the home page under the ‘Balances’ section you can view your current leave balances.

. Config Site (2023.1.1.12)
= « % tribe. " Home £ Q @ Z oOu

Demo McDemo
Grounds & Maintenance - Officer

Profile

&

Calendar Learning

1 R

Balances Bookmarks Earnings Events
Balances View Time Away From Work
Type Accrued Approved Pending Remaining Exceeded Unit
Annual Leave 117.34 -12.5 104.84 Hours
Long Service Leave -

H

Usable ours
Personal/Carers 799 799 Hours
Leave
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11.4 Preview Earnings
11.4.1 From the home page click on the ‘Earnings’ section to view your most recent Payment
summarised.

Config Site (2023.1.1.12)

= & ‘;{; tribe. Home 2 Q @ m oM

Demo McDemo
Grounds & Maintenance - Officer

Profile

Calendar Learning Time Away List

L [

Balances Bookmarks Earnings Events
|=————

%
2
2

Earnings View Pay

INA Operations PTY LTD ATF INA Operations Trust No.1 - # « 19/07/2023 » Normal

Earnings $939.02 100.00%
m Taxes $44.00 4.68%
u Net Pay $895.02 95.32%
Hours 103.60 100.00%
Ordinary 76.00 73.36%
Sat Pen 25% 7.60 7.34%
Sun Pen 50% 7.60 7.34%
1 msimdre Allauae 2 nn 1 020k

11.4.2 You can also use the ‘View Pay Slips” button to quickly access the page displaying your
Payslips.

Config Site (2023.1.1.12)

= @ g.;:\ tribe. Home & Q @ =p OM

Demo McDemo
Grounds & Maintenance - Officer

Profile

Calendar Learning i Time Away List

iy |

Balances Bookmarks Earnings Events

o

Earnings View Pay Slips

INA Operations PTY LTD ATF INA Operations Trust No.1 - # * 19/07/2023 » Normal

Earnings $939.02 100.00%

L] Taxes $44.00 4.68%
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11.4.3 Onthe Earning Statements Tab you can view all your payslips, which are categorised by
month by double clicking on the relevant month and selecting the Payslip linked for the

relevant pay date.
Config Site (2023.1.1.12)

= _ #tribe. Earnings £ Q @ = DM

Earning Statements Year End Forms Compensation
From: [2_-'3.-‘2022 =] ] To: |2@/2023 2| ¥ Filter  f= Print 2 Statement(s) Found
Pay slip Pay Date Type Met Pay
[] 4 July2023 “
|:| B ina Operations PTY LTD ATF INA Operations Trust No.1 - # 19/07/2023 Mermal $895.02

[] v February 2023

11.4.4 From here you can view your full Pay Slip (Earnings Statement), and you can print or save
this by clicking the ‘Print’ button and following the prompts.

Config Site (2023.1.1.12)
= # :2;\ tribe. gEatrnings & Q @ =

Earning Statements Year End Forms Compensation

> Q202

INA Operations PTY LTD ATF INA Operations Trust No.1 - # « 19/07/2023 » Normal

[ Explanation summary Statement & Print
[
[ Employee Name: Demo McDema Pay Date: 19/07/2023
Employee #: 102774 Pay Period: 3/07/2023 - 16/07/2023
Employee Address: 123 Demo Place Deposit Advice #: - Preview -
| Dema Town, Victoria 3000 Pay Frequency:  Formnightly
ngenla Department: Grounds & Maintenance Hourly Rate: 15,0000
ABN: 60760103954
Employer INA Cperations PTY LTD ATF INA
Name: Operations Trust No.1
Employer Level 3, 88 Cumberland 5treet
Address: The Rocks, New South Wales
2000
Current YTD
3/07/2023 - 16/07/2023 As of 16/07/2023
Hours/Units Rate Amount Hours/Units Amount
Earnings 103.60 5939.02 103.60 5939.02
Crdinary 76.00 111700 §348.92 76.00 $348.92
Sat Pen 25% 7.60 27925 $21.22 7.60 £21.22
Sun Pen 50% 7.60 5.3850 34245 760 34245
Laundry Allow 2.00 0.2500 50.50 8.00 514.90
Laundry Allow 6.00 2.4000 $14.40
Afternoon Shift 4.40 2.6200 $11.53 4.40 $11.53
Taxes $44.00 $44.00
PAYG 344.00 344.00
BSB Code Account # Amount Amount
Net Pay $895.02 $895.02
Bank Details WEBC 733636 KHB547 £855.02
Accruals & Balances
Annual Leave Balance: 5.86 Hours Annual Leave Accrued: 5.85 Hours
Long Service Leawve - oure
Usable Balance:
;:T:EE::UCarers Leave 759 Hours i:;:z;::r’c.arers Leave 292 Hours
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11.5 Events
11.5.1 Toview the Events Tab, click on the ‘Events’ button. This will display all upcoming events
(such as shifts, public holidays or Time Away). You can also toggle to the Past Events by
clicking the ‘Past Events’ button.

Config Site (2023.1.1.12)

= @A % tribe. Home ®* Q @ T DM

Demo McDemo
Grounds & Maintenance - Officer

& ¥

Calendar Learning i Time Away List

&P N

Balances Bookmarks Earnings Events
Events Upcoming Events
Wed, August 02, 2023 I8 9:00 AM - 5:00 PM (7.5000 hrs) Hervey Bay Holidays Action ¥
Grounds & Maintenance - Officer
Thu, August 03, 2023 @I 9:00 AM - 5:00 PM (7.5000 hrs) Hervey Bay Holidays Action ¥
Grounds & Maintenance - Officer
Fri, August 04, 2023 @ 9:00 AM - 5:00 PM (7.5000 hrs) Hervey Bay Holidays Action ¥
Grounds & Maintenance - Officer
All-Day Leave Without Pay
Mon, August 07, 2023 @I 9:00 AM - 5:00 PM (7.5000 hrs) Hervey Bay Holidays Action v

Grounds & Maintenance - Officer
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11.5.2 You can click on the ‘Action’ button at the end of each event to View that day in your

Calendar or Create a Time Off Request for that day.
Config Site (2023.1.1.12)

= ) g.}\ tribe. Home ® Q 0 Sp O™

Demo McDemo
Grounds & Maintenance - Officer

Profile

Calendar Learning

Py o I

Balances Bookmarks Earnings Events

Events Upcoming Events
Wed, August 02, 2023 I 9:00 AM - 5:00 PM (7.5000 hrs) Hervey Bay Holidays I : " I

Grounds & Maintenance - Officer
View day in calendar

Thu, August 03, 2023 I 9:00 AM - 5:00 PM (7.5000 hrs) Hervey Bay Holidays Create time off request
Grounds & Maintenance - Officer

Fri, August 04, 2023 I 9:00 AM - 5:00 PM (7.5000 hrs) Hervey Bay Holidays Action ¥
Grounds & Maintenance - Officer
All-Day Leave Without Pay
Mon, August 07, 2023 I 9:00 AM - 5:00 PM (7.5000 hrs) Hervey Bay Holidays Action v

Grounds & Maintenance - Officer

12.0 Profile Section

To view your profile you can click on the ‘Profile’ Button on the home page, or click on the Profile Icon in the top
right corner.

Config Site (2023.1.1.12)

= # ‘ﬁ; tribe. Home £ Q @ = |om

Demo McDemo

Grounds & Maintenance - Officer

Profile
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12.1

Personal Tab

12.1.1 Onthe Personal Tab you can view and edit a range of information relating to your
employment. To edit a range of information click on the ‘Edit’ pencil icon.

= 3% tribe.

Demo McDemo

DM

Grounds & Maintenance - Officer

Config Site (2023.1.1.12)
Profile

EMPLOYEE NUMEER
102774

Hervey Bay Holidays - Hervey Bay Holidays - Grounds ...

Personal » Career v Forms

About Me

Contact Information
Addresses

Primary Residence

257 Gympie Road

Kedron

Queensland 4031
Australia

Personal Information

Marital Status

No marital status information available

Biography

No biography available

Created: July 2023

Settings ~

# Edit

Contact Information

Phone Numbers
Mobile
+51 4 0000 0000

Email Addresses
Business Email #
hnuttall@ingeniacommunities.com.au

Online Profiles
Mo online profile available

Dependents

Mo dependent information available

&4 Q @

MANAGER

i Mark Juppenlatz

Emergency Contacts

Primary Emergency Contact
Name
Mum Mum

Mobile Phone
+614 0000 0000

Beneficiaries

No beneficiary information available

Site Management - Tourism Manager

DM

o
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12.1.2 If you scroll down the page further you can view your Work Information and Time Away

Balances.
Personal « Career « Forms Settings -
Work Information
Employee Information Payroll Information
Number 102774 Pay Class Full Time
Status Active Pay Group Australia Fortnightly 1
Location Hervey Bay Holidays - Grounds & Maintenance Pay Type Hourly
Job Assignment Grounds & Maintenance - Officer Pay Frequency Fortnightly
Depariment Grounds & Maintenance Hourly Rate View
Original Hire Date 2172122
First Day Worked 2112122 Bank Name Westpac Banking Corporation
Seniority Date 2172122 Account Type Checking
Continuous Employment Start Date Account Number +854T
Long Service Leave Eligibility Date _ 2
Manager Mark Juppenlatz ‘Year End Form Delivery [None]
Balances
Overview Expiring Transactions Time Bank Balances
Type Accrued Approved Pending Remaining Exceeded Unit
Annual Leave 17.34 -12.5 104.84 Hours
Long Service Leave
- Usable Hours
Personal/Carers
Leave 7.99 799 Hours
12.2 Forms

12.2.1 On the Profile Page click on the ‘Forms’ tab to access a range of forms that you can
complete and submit to update a range of your personal details and information.

= « 3 tribe.

Demo McDemo
Grounds & Maintenance - Officer

Config Site (2023.1.1.12)

Profile & Q @ % bm

EMPLOYEE NUMBER
102774

LOCATION
Hervey Bay Holidays - Hervey ...

MANAGER

M Mark Juppenlatz
Site M 1t - Tourism M.

DM

Career v Settings ~

Personal

Created: July 2023 Page 47 of 68



WFM Team Member User Guide

12.2.2 From here select the form you wish to complete by clicking on the Form Name.

Forms

v My Form Submissions

Available Forms

A General Forms (3)

[E] Superannuation Standard Choice
[E] Superannuation Voluntary Contribution Request
[£] TFN Declaration Form

A Personal (8)

[=] Address
=) Bank Details
[=) Contact Details

[£] Emergency Contacts

[E] Employee Biography

[£] Name and Marital Status

[£] Request Leave of Absence

[E] Right To Work Document Upload

A Professional (2)

[E] KM Reimbursement form
[E] Upload New Certificate

12.2.3 Follow the form prompts to add your updated information by using items such as the ‘Add’
or ‘Remove’ buttons. Remember to click ‘Submit” once you are finished to the form can be
sent to the payroll team for processing.

Bank Details p 4

Status: Active Employee Number: [

This is your current direct deposit information. Adding or modifying accounts will change where your pay will be deposited.

Pay will be added to your accounts based on the priority you set. Any pay remaining will be deposited into your remainder account. An amount is required for a
i ¥ ¥ ¥ 8 ¥ o ¥
accounts except your remainder account.

o Add M Remove | MoveUp % Move Down

Fr D’I-'[')u' Y B5E Code* Branch & Location Account Number* Deposit Type* Allocation

P | ] Australia and Mew Zealan... 123456789 Remainder / Full Amount

Comment
Add comment to the employee's file,

P
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12.3 Settings
12.3.1 On the Profile Page click on the ‘Settings’ tab to access a range of settings for your

account.
® Config Site (2023.1.1.12) 2 Q@ = a
= Profile
= « 3 tribe.
Demo McDemo EMPLOYEE NUMBER LOCATION MANAGER
102774 i -
DM Grounds & Maintenance - Officer Hervey Bay Halidays - Hervey ... M g}gﬂf-wppema‘% Tourism M

Personal « Career v Forms Settings -

12.3.2 Click on the ‘Notifications’ section of the Settings Tab to edit your notification preferences.
Remember to click ‘Save’ if you adjust your preferences.

- a g:;k tri be. Config s:::f::mn.u] 2 Q © % -

Demo McDemo EMPLOYEE NUMEER LOCATION MANAGER
DM ) 102774 Hervey Bay Holidays - Hervey ... M Mark Juppenlatz
Grounds & Maintenance - Officer Site Manag 1t - Tourism M

Personal ~ Career ~ Forms Setlings ~
Preferences

Apps

Notifications

Security

Preferences

A\ Some of the selected nofificafion(s) cannot be sent because of missing contact information. Please update your profile with the following

« Verified email address. Business Email
« Verified email address. Email address set to receive aleris

Noification Type Description Message Center Email Taxt Message PFush to Mobile -

Message Center Message Motification for messages sent through message center o Mot Available

Career Explocer - ating 3 carewr goal  Cong ploy for finighing their career goal Not Avadable Mot Available Net Available
Career Explocer - Career Goal Progress Motify emplayees when they have not made progress on their career ., Nat Avadable @ Med Available Mot Available
Career Explorer - Internal Job Posting Metify employees when a job posting is available for an opporiunity £.. Mot Avadable @ Mot Available Mot Available
Career Explorer - Lack of Career Infellige ..  Motify employees when they have not accessed Career Intelligencei... Mot Avalable [7' Mot Availzble Mot Available
Career Explorer - Onboarding Completion  Motify employees when they have not completed the onboarding flow Mot Avalable m Mot Availzble Mot Availzole
Compensation Cycle Approval Metify the user when cycle is approved o Mot Availzble Mot Availznle
Compensation Cycle Publish Motify the user when cycle is published " Mot Availzble Mot Availzole
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12.3.3 Click on the ‘Security’ tab to Update your Password, Update Security Questions or Update
your PIN. Remember to click the ‘Save’ button once you have edited any of these.

Config Site (2023.1.1.12)

= # ';2;: tribe. Profile &®# Q © g OM

EMPLOYEE NUMEBER LOCATION A
Demo McDemo MANAGER

i 102774 Hervey Bay Holidays « Hervey ... IMark Juppenlatz
D M Grounds & Maintenance - Officer W) sie Management - Tourism Manager

Personal - Career v Forms Seftings ~
. Preferences
Security .

Notifications

Security

Security Settings

Update Password Cument Password®

Enter your current password and type your new password twice (once to ]

confirm) HNew Password
Repeat New Password to confirm
Update Security Questions Security Question #1°
Select your security questions and enter the comesponding answers. Your | Sedect an Option v |
Current Password is required to complete this process. These questions will -
be used to help we I'Ify your lﬂeﬂﬂly. Answers are case sensitive. Answer #1

Security Question #2°

I Sedect an Option v I

Angwer #2°

Hew PIN
Update your Personal Identification Number (PIN)

Enter your new PIN |

13.0 Earnings Section - Dayforce Website

13.1.1 From the Home Page navigate to the Earnings section by clicking on the Hamburger Menu
Button

o g‘;‘ t ri be ) Config Si:{eo(rZT:)?JJJZ) 2 Q 0 % S

Demo McDemo

Grounds & Maintenance - Officer

Profile
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13.1.2 From the Menu, click on the ‘Earnings’ button.

# Home
A Careers
i8] Earnings
(%) Getting Started
R
W Performance
I
il @ Profie
¢
4 e Work
Calendar
t
Time Away List
L
< shift Details
f Aftendance (Year at a Glance)
il Time Clock
d & Learning
|

1ed

34

.98

13.1.3 View payslips by following the steps set out in 11.4.3 on the Earnings Statements Tab

highlighted below.

- Config Site (2023.1.1.12)

= Earnings % Q @ DM
=« Y tribe. a ~
Earning Statements| Year End Forms Compensation

From: (22022 =] To: [0z = | ¥ Fiter & Print 2 Statement(s) Found

Pay Slip Pay Date Type Net Pay
[« Juy2023 =
Normal $895.02

0 E INA Operations PTY LTD ATF INA Operations Trust No.1 - # 19/07/2023

[] » February 2023

Created: July 2023
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13.1.4 The Year End Forms section is not available in Australia so this will not display anything.

® Config Site (2023.1.1.12)
= # :i - trlbe. Earnings
Earning Statements Year End Forms I Compensation

13.1.5 If you click on the ‘Compensation’ tab you can view a breakdown of your earnings by Year.

. Config Site (2023.1.1.12)
= Earnings
=« % tribe. :
Earning Statements Year End Forms
<) ©

3 Refresh | @8 Frint

Your Total Compensation for 2023 to Date

INA Operations PTY LTD ATF INA Operations Trust No.1: $939.02

Total Compensation: INA Operations PTY LTD ATF INA Operations Trust No.1

Item Amount Percentage
B Earnings $939.02 100.00%
Afternoon Shift $11.53
Laundry Allowance HIGA £14.90
Laundry Allowance HIGA Retro $0.00
Ordinary Hours 5B848.92
Saturday Penalty 25% §21.22
Sunday Penalty 50% $42.45
Total: $939.02

14.0 Work Section - Dayforce Website

14.1.1 From the Home Page navigate to the Work section by clicking on the Hamburger Menu
Button.

& % tribe. ConﬁgSi:ieo(;:):B.LLﬂ) . O © .

Demo McDemo

Grounds & Maintenance - Officer

Profile
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# Home
A Careers hd
i8] Earnings
L]
(%) Getting Started
R
W Performance
I
il @ Profie
¢
d| & work -
Calendar
t N
Time Away List
L
< shift Details
! 1ed
Aftendance (Year at a Glance)
34
il Time Clock
g & Learning 99
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14.2
14.2.1

14.2.2

Calendar

To access the Calendar function click on ‘Calendar’ from the Work section of the menu.

& Work s

Time Away List

Shift Details

Within the calendar you can review all your shifts, payday, time off requests, availability
and extract reports based on this information.

You can adjust the view to a different month by using the arrows on the top of the
Calendar.

Config Site (2023.1.1.12)

°
= & % tribe. Calendar £ Q © o ou
¥ Refresh

Calendar Month ~ *  Today August2023 ¥ Reports
Monday Tuesday Wednesday Thursday Friday Saturday sunday
7 5000 9.00 am — 5.00 pm 9.00 am — 5.00 pm
o ® 4.5000 ®0.0170 Scheduled Schedued
Hours Worked Hours Worked Hours Worked
L2 10.27 am — £ 45.0000
120170
Payday
BH oot eave 1 02y 09 10 1 12 13
9.00 am — 5.00 pm 9.00am —5.00 pm 9.00 am —5.00 pm 9.00 am — 5.30 pm
Scheduled Scheduled Scheduled Scheduled
£2 30.5000
® 0.0000
Available 14 Auailable 15 fusilable 16 avsilable 17 Unavailable 18 Available 19 Available 20
9.00 am — 5.00 pm 9.00 am — 5.00 pm 9.00am — 5.00 pm 9.00 am — 5.00 pm 9.00 am — 5.30 pm
Scheduled Scheduled Scheduled Scheduled Scheduled
4 38.0000
© 0.0000
Payday
T 21 1200pm—s00pm 22 suoione 24 miome LI, 26 svoione 27
9.00 am — 5.00 pm 9.00 am — 5.30 pm 9.00am — 5.30 pm 9.00 am — 5.30 pm
Scheduled Seheduled Scheduled Scheduled
£ 31.5000
® 0.0000
S00am—2005m ZIpp— EE R — ELR— Ellp— o1 500am—500pm 03
£ 0.0000
© 0.0000
Payday
14.2.3 Your hours worked will be displayed as highlighted below.
M Config Site (2023.1.1.12)
= « % tribe. Calendar £ a0 = om
OV Refresh
Calendar Month ¥ Today (<] August2023 v © Reports
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
— T e — = e
7 5000 9.00 am — 5.00 pm 9.00 am — 5.00 pm
- ® 4.5000 ®0.0170 Scheduled Scheduled
Hours Worked Hours Worked Hours Worked
10.27 am — £ 45.0000
12,0170
Payday
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14.2.4 Your scheduled shifts will display as highlighted below.

=« % tribe.

4% Refresh

Calendar Month ¥ Today

>

Monday

Tuesday

7.5000

Hours Worked
LA

9.00 am — 5.00 pm
Scheduled

Available 14

® 4.5000

Hours Worked
10.27 am —

o1

Available 15

Avail

(<

Wednesday

®0.0170

Hours Worked

9.00 am — 5.00 pm
Scheduled

lable

Config Site (2023.1.1.12)
Calendar

August 2023 ~ ©

Thursday Friday

- [ e —

9.00 am — 5.00 pm 9.00 am — 5.00 pm

Scheduled Scheduled
09 10 1
9.00 am — 5.00 pm 9.00 am — 5.30 pm
Scheduled Scheduled
16 ® avaitasre 17 @ Unovaitable 18

14.2.5 Time Off Requests will display as highlighted below, with Approved requests in Green,
Pending requests in Yellow and Declined or cancelled requests in Red.

= « 3 tribe.

3 Refresh
Calendar Month ¥ Today

Llondas

7.5000

Hours Worked
LA

Tuesday

Bl Annual Leave -1 Day

9.00 am — 5.00 pm
Scheduled

Available 14

Created: July 2023

01

® 4.5000

Hours Worked
10.27 am —

Availabte 15

Payday

<

Wednesday

®0.0170

Hours Worked

9.00 am — 5.00 pm
Scheduled

Available

Config Site (2023.1.1.12)
Calendar

August 2023~ ©

Thursday Friday

TR P

9.00 am — 5.00 pm 9.00 am — 5.00 pm
Scheduled Scheduled

9.00 am — 5.00 pm
Scheduled

9.00 am — 5.30 pm
Scheduled

16 ® avaitasre 17 @ Unovoitabie 18
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14.2.6 You can view your availability at the top of each day (at least 14 days in advance) as
displayed below.

¥ Refresh
Calendar Month ¥ Today O August 2023 b 0
Monday Tuesday Wednesday Thursday Friday
9.00 am — 5.00 pm 9.00 am — 5.00 pm
7-5000 @ 4.5000 ® 0.01 70 Scheduled Scheduled
Hours Worked Hours Worked Hours Worked
L 2% 10.27 am —
Payday
9.00 am — 5.00 pm 9.00 am — 5.00 pm 9.00 am — 5.00 pm 9.00 am — 5.30 pm
Scheduled Scheduled Scheduled Scheduled
I Avaiiable 14 0 ssionie 15 uoilabie 16 & avoitasie 17 Unavaiiabis 75' e
9.00 am — 5.00 pm 9.00 am — 5.00 pm 9.00 am — 5.00 pm 9.00 am — 5.00 pm 9.00 am — 5.30 pm
Scheduled Scheduled Scheduled Scheduled Scheduled
Payday
ET] -> I 24l . ... 5 .
14.2.7 You can review the total number of hours scheduled at the end of each week’s row next to
the Calendar Icon and view the number of hours clocked so far underneath next to the
Clock Icon.
42 Refresh
Calendar Month ¥ Today August2023  + © Reports
Monday Tuesday Wednesday Thursday Friday saturday Sunday
7.5000 ® 4.5000 ®0.0170 2 T O et
Hours Worked Hours Werked Hours Worked
L2} 10.27 am — 3 45.0000
|@ 12.0170
Payday ” - —

14.2.8 You can also adjust your view by clicking on the Calendar Month section to view this
information by week or Calendar Day.

= » 3 tribe.

£ Refresh
Calendar Month * |Today
>
Week By
Calendar Day 00
Hours Worked
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14.2.9 By clicking on a day in the Calendar, a small drop down menu will appear which allows you
to Create a new Time Off Request, View Further Details of your shift, Adjust your
availability or change your view.

Availabie 14 Availobie
9.00 am — 5.00 pm 9.00 am — 5.00
Scheduled Scheduled
onday, 14 August 2023
_% Create time off reguest
t'—g View Details k
- [ Availability r
Unawvailable nd
8 ch e 8
9.00 am — 5, Fnas v -5.30
Schedule t-ﬁ Refresh uled

14.3 Updating your Availability
14.3.1 To update your Availability click on a day that is at least 14 days away, the ‘Availability’

options should appear on the drop down list. If so, click on the Availability button. You can
then review a range of different ways to change your availability.

Fayday
9.00 am — 5.30 pm 9.00 am — 5.30 pm 9
Scheduled Scheduled

_% Creste time off request
veiianie 1 [‘_'g View Details b 30 F—— 31 Awailal
|| t'j_ Avwailability * £dit availzbility for the following period (21/8/23 - 27/8/23)

Hrerrme v| A Edit default availability starting on 21/8/23

m Refresh E‘:. Use default availability for selecked period
= Copy from previous period (14/8/23 - 20/8/23)
B cory to template (21/8/23 - 27/8/23)

Payday W Cancel pending request
05 =

Created: July 2023 Page 57 of 68



e

g Yk
|ngenl(a WFM Team Member User Guide

14.3.2 If you want to edit your availability for that week, click on the first item on the list ‘Edit
availability for the following period’.

Payday

12.00 pm—S.00 pm ¥¥) Charity Leave - 1 Day Availoble 24 pvaitable
9.00 am — 5.30 pm 9.00 am — 5.30 pm 9
Scheduled Scheduled

- .
= Create time off request
Available fg View Details 4 30 Available 31 Availal

E'J Availability - Edit availability for the following period (21/8/22 - 27/28/23)

Change view b L’ Edit default availability starting on 21/8/23

ﬁ Refresh g Use default awailability for selecked period

=0

= Copy from previous pericd [14/8/2% - 20/8/23)
B cory to template (21/8/23 - 37/8/23)
Payday I f‘ Cancel panding request
CI 5 i Nl W
14.3.3 You will then be presented with the days of that week and be able to drag the dots on each
day backwards and forwards to adjust the times you can work. You can make a full day as
unavailable by toggling with the Check Icon on the right.
I Enter your availability for this period (21/8/23 to 27/8/23) Docu
I 1 a
> The changes you make will take effect 1:ml21"'8"'2°::5 =] l
Monday C’
21 August 12aM 28M 4aM 5AM BAM 104M 120M 26M 4pM spM 20M 100M
Unavailable 1AM 34M SAM TAM 3AM 1AM 1PM 3PM SPM TPM aPM 11PM
Tuesday P
22Au§us{ AR 2A A A DA 12PM 2PM A PM oPM
1200pm—500pm oy P Y s T e e M e T e T e T e T e T s M e
wednessoy o R T « €
23 August 124M 28 A 4 DA 1200 2DM M o ok
1200am—1200am M0 P o M G T e T e e T e T s T o T e T e T i
sty o I T « €
24 August 1240 28 A A DA 120M 20M M oM oPM
1200am—1200am e o s s M T e M e T e T e T e T e T s T e
Friday T « €D
25 August 12AM 2A A 'y OA 12PM 2PM M DM oPM
1200am—1200am Mg M o M s T e T e M e T e T s T e T e T e T i
swdy o I T o €
26 August 124M 28 A 4 DA 1200 2DM M o ok
1200am—1200am M P s M e T e T e e T e T e T e T e T s T e
sy o JE T « €
ZTAugus( AR 2A A A DA 12PM 2PM A PM oPM
1200 am—1200am M WA BAM SN OAM | TIM DM MM SR O
Optional comment ‘ =

Use default availability for this period
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14.3.4 Once you are happy with your adjustments, click on the ‘Ok’ button in the bottom right
corner of the page.

l Enter your availability for this period (21/8/23 to 27/8/23) Docu
-
> The changes you make will take effect on 217812023
Monday C’
1 Auzust 128M 280 Ry BAM BAM 104M 126M 280 apm PM 200 10PM
Unavailable 1M 3aM sAM 7AM 34M 1140 1M 3PM 5PM 7EM som 11PM
Tuesday 8 o o0 G ®
22 August
128 28M 1804 sAM 2AM 10aM 1200 2pM 2pm PM 2PM 10PM
12.00 pm —5.00 pm 1AM 3AM SAM 7AM 9AM 1AM 1PM 3PM 5PM 7PM 9mM 1PM
Wednesday (Y 12.00am 12.00am A
23 August
128 28M 480 saM 2AM 104M 1260 2514 apm &PM 2ou 108M
12.00 am — 12.00am 1AM 3aM SAM 7AM 9aM 114M oM 3PM =PM 70M amM 118M
Thursday ) 12.00 am 12.00 am (C] 5
24 August
124M 28M a8M 6AM BAM 10AM 1200 2PM apM PM aPM 10PM
12.00 am — 12.00am 1AM 3aM SAM 7 AM 11AM 1PM 3PM 5PM 7PM ELY 1PM
Friday (Y 12.00am 12.00am M
25 August
128 28M 480 saM 2AM 104M 1260 28M aPM PM 2PM 109M
12.00 am — 12.00am 1AM 3aM SAM 7AM 9aM 114M oM 3PM =PM 70M amM 118M
Saturday L ) 12.00 am 12.00 am (] M
26 August
= 128M 280 Ry BAM BAM 104M 1260 28M aPm M 200 10PM
12.00 am —12.00am 1AM 34M SAM 7AM 3AM 114M 1M 3PM 5PM 7PM amm 11PM
sy o JE T « €D
27 August
128 28M 1804 sAM 2AM 10aM 1200 2pM 2pm PM 2PM 10PM
12.00 am —12.00am 1AM 3AM SAM 7AM 9AM 1AM 1PM 3PM 5PM 7PM 9mM 1PM
Optional comment... ‘ -
=]
14.3.5 If you want to edit your default availability, click on the section option from the drop
e e . e . ;
down list ‘Edit default availability starting on DATE’.
Fayday
12.00 pm—5.00 pm ¥¥) Charity Leave - 1 Day Availablz 24 mvailable
9.00 am — 5.30 pm 9.00 am — 5.30 pm 9
Scheduled Scheduled
Tussday, 22 August 2023
= Create time off request
=y ] .
Availahls t‘g View Details 4 30 Avamilable 31 Availal
:;, Aailability b Edit availability for the following peried (21/8/23 - 27/8/23)
=1 Change view » Edit default availability starting on 21/8/23
B\ Refresh Use default awailability for selected period
0

Yo B M JE| e |[E

Copy from previous period [14/8/2% - 20/8/23)

Copy to template (218423 - 27/8/23)

Payday Cancel pending request
05 el W
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14.3.6 You will then be presented with the days of that week and be able to drag the dots on each
day backwards and forwards to adjust the times you can work. You can make a full day as

unavailable by toggling with the Check Icon on the right.

Specify your default availability

»

The changes you make will take effect on |21/8/2023 =]

Monday
21 August [ —

124M 24m aam 6AM 8aM 108M 126M oM
7AM 9aM 1" oM oM sPM

24m
1.00 pm —5.00 pm 1AM E 54m AM M

22 ugust o e
12,00 am — 12.00 am A sam sem

sty o o

1AM

Wedressay o N o

2 huzust 124M 24M 24 &AM 2AM 108M 126M ] M &PM =pM 10PM
12,00 am —12.00 am 1AM 3AM 54M 7AM 9AM 1AM 1PM 3PM 5oM 7PM 3PM

Tty o R o

ez 1AM 24M 44 &AM BAM 1AM 12PM oM 4pM Y Y 108M
12,00 am —12.00 am 1AM 3AM 54M 7AM 9AM 1AM 1PM 3PM 5oM 7PM 3PM

Friday I ¢ D

2 gz 124AM 24M 44M BAM BAM 10AM 120M oM 4PM BPM &M 10eM
12.00 am —12.00 am 1M 3AM SAM TAM SAM UAM TeM 3M SPM TeM SM

Swdy o S o

2 Aumss 124M 24Mm aam GAM 8AM 108M 126M 26M oM 6PM apM 100M
12.00 am —12.00am 1AM 3AM 5aM 7AM SAM 1AM M 39M oM oM £

Sunday 5

27 August
12aM 24m aam GAM 8AM 10aM 126M M apm 6PM aem 100m
12.00 am —12.00am 1M 3AM 5AM 7AM 9aM 1AM M 3PM M oM 9PM

14.3.7 Once you are happy with your adjustments. Click on the ‘OK’ button in the bottom right

Created: July 2023

corner of the page.

Specify your default availability

»

The changes you make will take effect on |21/8/2023 =]

Monday D _____Q

= 12aM 24 aam 6AM 8aM 10aM 126M 20m E 6PM &M 1090

24m
1.00 pm —5.00 pm 1AM 2am 54m 74M AM M Y o 70m 9w

sty o

12aM 24 aam 6AM 8aM 10aM 126M 20m E 6PM &M 1090
740 9aM n 1

22 August

24m
12.00 am —12.00am 1M 3AM 5AM AM M 3PM M oM 9PM

Wedressay o N o

1240 2M 24 6AM 8AM 108M 126M 2pM oM &M epM 10PM
74M 5AM 1 1

23 August

26M
12,00 am —12.00 am 1AM 3AM 54M 1AM 1PM 3PM 5oM 7PM 5PM

sy o S o

1240 2M 24 6AM 8AM 108M 126M 2pM oM &M epM 10PM
74M 5AM 1 1

24 August

26M
12,00 am —12.00 am 1AM 3AM 54M 1AM 1PM 3PM 5oM 7PM 5PM

Friday 5

25 August

124M 2am 4am sam BAM  10AM 120M  BM oM e M 10em
12.00 am —12.00am 1M E 5aM 7AM saM 1AM R 3P som oM 9pm
Saturday

2 August 12aM 2aM aam 6AM 8AM 108M 12PM 2pM 2pM &P &PM 100M
12.00 am —12.00am 1AM 3am 5aM 7AM saM 1AM B 3eM som oM 9pm
Sunday

27 ugust o s P — .

12.00 am —12.00 am 1AM 3aM 5AM " 1AM M E2N s oM 9PM
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14.4 Time Away List

14.4.1 To access the Time Away List function click on ‘Time Away List” from the Work section of
the menu.

& Work ~

Calendar

Time Away List

Shift Details

PR S T W E—

14.4.2 Within this section you can review all of your Time Away requests. You can also request
New Time off by clicking on the “Request New Time Off’ button.
Config Site (2023.1.1.12)

~trib
= Time Away List DM
« 3 tribe. v
| + Request New Time Off | Select Status to Filter: | Display All v

v Balances

Saturday, 2 September 2023 : .

? Annual LeZve p c Pendmg
Wednesday, 23 August 2023

? Charity Leave o Approved
Tuesday, 8 August 2023 : .

? Annual Le};ve g c Pendmg

14.4.3 To view more information on a leave request, click on the selected request, or the down
arrow.

Config Site (2023.1.1.12)

v, ]
= _ t Ib Time Away List ® Q @ = DM
-LFIDe.
+ Request New Time Off Select Status to Filter: | Display Al v ]

v Balances

Saturday, 2 September 2023 oproved 8y 5.0000 hours O rendin

Annual Leave

[115]
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14.4.4 From here you can review and edit the request, add a comment, cancel the request or

resubmit it.
Config Site (2023.1.1.12)

ot L]
= Time Away List 2 Q @ DM
= # gﬁ tribe. y o
+ Request New Time Off Select Status to Filter: | Display All v ]

~ Balances

® J Saturday, 2 September 2023 =y 5 0000 hours © rending

Annual Leave

Time Off Detalls

Time Requested: 5.0000 Hours

Reason Start Date End Date Type Remaining Unit
’Annual — = | [ 21012023 = | [ 2192023 2y ] Annual Leave 104.84 Hours
Long Service Leave - Us... Hours
Type of Request
Personal/Carers Leave 7.99 Hours
All Day Partial Day [ 12:00 PM ®| ’ 5:00 P @]
Employee Comments
Taking a half day
4
v

Balances

14.4.5 You can use the Select Status Filter to display requests by Approval Status or all requests.
Select the absence type you want to display from the drop down menu.

Config Site (2023.1.1.12)

v, ®
= A t b Time Away List ®# Q @ DM
gr‘-- ripe. o
= Request New Time Off Select Status to Filter] | Display an .

' Balances

Pending ~
Saturday, 2 September 2023 ==y 5 0000 hours " : pr_rrd

Annual Leave
@) Cancellation Pending

€ Canceled

n

Wednesday, 23 August 2023 Asproved 5 1 day ke

Charity Leave Mark Juppenlatz -
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14.5 Shift details
14.5.1 To access the Shift Details function click on ‘Shift Details’ from the Work section of the

menu. 2 work R
Calendar

Time Away List

Shift Details

U S U

14.5.2 From within the Shift Details page you can review information relating to your timesheets
and add comments for your manager to review prior to approving your timesheets. To
view more details or add a comment click on the relevant time punch or shift.

v, ® Config Site (2023.1.1.12) 2 Q 9
i i DM
&« :{(‘ trlbe. shift Details = .
v Pay Problems View Actual Punches

Wednesday, 2 August 2023

Grounds & Maintenance - Officer

‘ ©10.28 am-10.29 am Hervey Bay Holidays an suthoreeshit ® 0.0170

Tuesday, 1 August 2023

Grounds & Maintenance - Officer

‘ ®10.27 am- Hervey Bay Holidays e ® ®(0.0000Q

Grounds & Maintenance - Officer

(f Monday, 31 July 2023
[ I

Sear

{
‘ © 12.00 pm-5.00 pm Hervey Bay Holidays a1, Auvorieshi 4.5000
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14.5.3 Within each request you can review your scheduled start, finish and break times, time
punches and add a comment in the comment field and then click ‘Save’.

W, ® Config Site (2023.1.1.12) 2 Q 0

shift Details DM
= % tribe. "
v Pay Problems View Actual Punches

( =
*
©®10.28 am-10.29 am zfmgggs;wﬂ?lidﬂys o R ® 0.017Q

B Scheduled Time (3 Actual Time

» 9.00 am 10.28 am Shift Start
fl 12.00 pm 10.28am ® Meal Start
fl 12.30 pm 10.28 am @ MeslEnd

[ ] 5.00 pm 10.29 am Shifc End

Mo comment has been entered

Manager Comments

Timesheet

Na comment has been entered

Schedule

Na comment has been entered

?T.esca, 1 August 2023

14.5.4 By clicking on the ‘Pay’ section from the toolbar, you can review a range of calculations of
what the estimated pay details are for the shifts worked so far by week or day.

v, . Config Site (2023.1.1.12) @ Q 0
shift Details Ep OM™
# ﬁf tribe.

~ Pay Problems View Actual Punches
Weekl Week 1
et Date Location Department Job REG REG oT oT PREM PREM WAC UNPAID o1z HOL1.C
3
! Mon, 31 Jul Hervey Bay Holidays - Grounds & Ma... Grounds & Mainte...  Officer 7.5000 0.5000 -
ez Tue, 07 Aug Hervey Bay Holidays - Grounds & Ma... Grounds & Mainte... Officer 6.0000 0.5000 I
As of Thu,03Aug | Hervey Bay Holidays - Grounds &Ma... Grounds & Mainte... Officer
Fri, 04 Aug Hervey Bay Holidays - Grounds & Ma... Grounds & Mainte..  Officer v
4

©10.28 am-10.29 am HerveyBay Holidays A8, Awshorize Shife ® 0.0170Q
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14.5.5 By clicking on the ‘Problems’ tab you can review any errors that have arisen and what may
have caused this for each shift.

v, ™ Config Site (2023.1.1.12) &; Q 9
a« t b shift Details By Oow
ripe.
~ Pay View Actual Punches

[x] 1 Errors seatus | Severity Message

A 0 Warnings @ Error Demo McDemo's shift at Wednesday, 2 August 2023 at 10:25 am has a Meal starting at 10:28 am that is not before the Meal end. -

e 0 Information

©10.28 am-10.29 am Hervey Bay Holidays An, Auchorizeshin ® 0.0170

Grounds & Maintenance - Officer

£ Scheduled Time (D) Actual Time

» 9.00am 10.28am Shift Start
fl 12.00 pm 10.28 am ® Mesl Stare l
1 1230 pm 10.28 am ® Meal End
® 5.00 pm 10.29 am Shift End

14.5.6 By clicking on the ‘View Actual Punches’ button you can review all of your punch in and
out information and their associated timestamps.

W, ° Config Site (2023.1.1.12) " Q 9
shift Details DM
« % tribe. o

Punch Time Punch Type Punch State Offline Validated Device Badge Supervisor Badge Supervisor Name Processed Time Rejected Time Rejected Code Additional Dat Punch Picture
31/7/231249.06 pm Punch In Processed falze true demo.mcdemo 31/7/2312.48.07 pm -
31/7/231243.35pm Punchin Rejected false true deme.mcdemo 31/7/2312.49.3..  Unordered Pun... '
31/7/231250.53 pm  Meal Qut Processed false true demo.mcdemo 31/7/2312.50.54 pm
31/7/231250.59 pm  Meal In Processed false true demo.mcdemo 31/7/2312.51.00 pm
31/7/231251.05 pm  Punch Qut Processed false true demo.mcdemo 31/7/2312.51.05 pm v

4 >

©10.28 am-10.29 am Hervey Bay Holidays 2 Authorize shife ® 00170

Grounds & Msintenance - Officer

14.6 Attendance (Year at a glance)
14.6.1 To access the Attendance function click on ‘Attendance (Year at a glance)’ from the Work
section of the menu.

& Work ~
Calendar
Time Away List

Shift Details

Attendance (Year at 2 Glance)

Time Clock
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14.6.2 From within the Attendance section you can view a calendar displaying your attendance
over the year and colour coding based on the type of absences you have logged.

v . Config Site (2023.1.1.12) 2 Q ©
= Attendance (Year at a Glance Ep DM
=] # gy‘ tribe. ( :

4} Refresh
@ ®
Bl unexplained Absence Late/Early Charity Leave B Leave without Pay
A
1 2 3 4 5 ] 7 1 2 3 <+ 1 2 1 2 .. 5 ]
g 9 10 1 1213 14 5 [ 7 g 9 10 1 3 4 5 & 7 g 9 7 g 9 10 1 12 13
15 16 17 18 19 20 2 12 13 14 15 18 17 18 10 1 12 13 14 15 16 14 15 16 17 18 19 20
22 23 24 23 26 27 2B 19 20 21 22 25 24 125 17 18 19 20 21 22 23 21 22 P23 24 25 26 27
23 30 3 26 27 28 29 30 24 25 26 27 23 2% 30 28 29 30 A
-
September Qcrober November December
M T W T F 5 5 M R | F 5 5 M T W T F 5 5 M T W T F 5 s
14.6.3 You can change the year you are viewing by using the arrows in the toolbar and review
more details of each absence by clicking on the arrows in the details section next to each
leave item.
g Config Site (2023.1.1.12)
v ]
= a trlbe Attendance (Year at a Glance) ® Q @ Ep DM
0 L ]
43 Refresh
8 ©
. Unexplained Absence Late/Early Charity Leave . Leave Without Pay
T2 3 4 5 5 7 12 3 4 102 102 .. R
& 3 10 11 12 13 14 s 5 7 8 3 10 1 s 4 5 & 7 8 9 708 9 10 11 12 13
15 16 17 18 19 20 2 1213 14 13 16 17 18 10 11 12 13 14 15 18 14 15 18 17 18 13 20
22 23 24 25 25 27 28 19 20 21 22 23 24 25 17 18 19 20 21 22 23 21 22 380 24 25 26 27
20 30 31 26 27 28 29 30 24 25 26 27 28 29 30 28 29 30 3
i
September Ocrober November December
M T w T F s s M7 W-—TF-5-5% M T W T F S s M T w T F S S
T2 3 1 T2 0z 4 s T2 3
4 s & 7 8 3 10 3 4 5 & 7 B & 7 &8 8 10 11 12 4 5 5 7 8 3 10
1M 12 13 14 15 16 17 a 10 11 12 13 14 15 13 14 135 16 17 13 18 11 12 13 14 15 16 17
18 19 20 21 22 23 24 16 17 13 13 20 21 22 20 21 22 23 24 25 26 18 19 20 21 22 23 24
Details
Absence - Description Hours Incider
Date Details Hours Scheduled Times Actual Times Adjusted Times
23/8/23 Charity Leave 7.600
4
m Leave Without Pay Leave Without Pay 15.00 =
4 >
Total 22.60
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14.7 Time Clock

14.7.1 To clock your time, click on the Menu button in the top left corner.

| S ° Config Site (2023.1.1.12) 2 Q 0 o
H
[=] = 3 tribe. =
Demo McDemo
Grounds & Maintenance - Officer
Profile

Calendar Learning i Time Away List

14.7.2 Next click on ‘Work’ followed by ‘Time Clock’ from the drop down menu.

| # Home

@ Careers
EF Earnings
(%) Getting Started

W Performance

@ Profile

I 2. Work

Calendar

Time Away List

lances

Shift Details

Attendance (Year at a Glance)

I Time Clock
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14.7.3 From here you can view your time clock and use the ‘In’ button to clock on and the ‘Out’
button to clock off at the end of your shift. Use the ‘Meal Start” and ‘Meal End” buttons to
log your breaks.

NOTE: You do not have to clock your meal breaks as the system does this automatically,
but if you want to you can choose to do this.

rmme CIocK

Q

You are clocked Off

Friday, 14 July 2023

4.55 pm

What’s Next?
Time to download the App and start using it!

If you have any questions, please reach out to the People & Culture team via HR@ingeniacommunities.com.au or
your Manager.

% tribe.
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