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Pushing new employees to KeyPay 

 

Please follow the below instructions when pushing new employees from 
EmployeeConnect to KeyPay for the first time: 
 

Note: 
While EmployeeConnet does push new employee data to KeyPay, some manual steps 
will need to be performed in KeyPay as a once-off, for each new employee.  
 

Please note that the below steps cannot be performed in bulk, and will need to be 
performed for each new employee that has been pushed from EmployeeConnect to 
KeyPay.  
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Step 1 -  Search and select the new employee that has been pushed from 
EmployeeConnect to KeyPay, an ‘Incomplete’ error will appear on the 
employee file in KeyPay. 
 

 Select the employee 
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PERSONAL DETAILS  
 

 
Step 2 - After selecting the employee, you will be taken to the ‘Add A New 
Employee’ wizard. Make any necessary changes to the ‘Postal Address’ 
or ‘Self-Service’ options, then select the ‘Next’ button. 
 

 All other data for this screen will have been pushed from EmployeeConnect and 
should already be complete. 
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EMPLOYEMENT DETAILS 
 

 
Step 3 - After completing the ‘Personal Details’ screen, you will be taken 
to the ‘Employment Details’ screen. Ensure to check the ‘Primary 
Location’, ‘Pay Schedule’, and ‘Primary Pay Category’, as these 
attributes will be set to default values for new employees, then select the 
‘Next’ button. 
 

 Note: Ensure to define relevant ‘Award’, ‘Employment Agreement’, ‘Pay Rate 
Template’, ‘Pay Condition Rule Set’, and ‘Leave Allowance Template’ 
details, as this information will not be pushed from EmployeeConnect. 

 Note: Ensure to amend ‘Hours Per Week’, as this information defaults to zero.\ 
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BANKING & SUPER 
 

 
Step 4 - After completing the ‘Employment Details’ screen, you will be 
taken to the ‘Banking & Super’ screen.  
 

 All data for this screen will have been pushed from EmployeeConnect and should 
already be complete, unless the new employee’s super fund is a SMSF, in which 
case you will need to manually enter this information, then select the ‘Next’ 
button. 

 

 
  



| 6 
 

TAX FILE DECLARATION 
 

 
Step 5 - After completing the ‘Banking & Super’ screen, you will be taken 
to the ‘Tax File Declaration’ screen. Make any necessary amendments if 
required, then select the ‘Done’ button. 
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Step 6 - After completing the ‘Tax Declaration’ screen, you will be taken to 
the ‘Complete’ screen.  
 

 You can select the ‘Employee’s Name Details’ button to view or make any 
further adjustments to the new employee’s file.   

 

 
 
 


