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People Menu

Simply put, the People menu allows you to view all information pertaining to 
employees, such as their personal details, employment agreements, licences, 
bank details, leave requests, timesheets, and more.
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Life Cycle Menu

The Life Cycle menu allows you to create and send offers to candidates, on-board 
new employees, as well as make changes and off-board current employees.
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By default, when you navigate to the HR > People menu, you will be taken to the Staff 
List, which allows you to view all of your past and present employees.

 Click the       icon under the ‘Team‘ column to see a list of reports for that 
 employee
 Click the       icon to view all of the relevant details for that employee
 The green (      ) and red (      ) coloured icons under the ‘Active’ column indicate  
 whether the employee is active in the system or not. 



Manually Add Employee
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The Manually Add Employee form provides access to add a brand-new 
employee in EmployeeConnect - simply define the relevant fields on the form. You 
may choose to manually add an employee, should you wish to bypass sending an 
offer of employment or not have the employee complete the on-boarding 
process.

Note: If you do not wish to specify the Person ID of the new employee, simply 
leave this field blank.



Offer
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Using the Offer form, simply input all of the relevant details pertaining to the offer 
you wish to send to a candidate, such as personal information, employment 
agreement and remuneration details. All of the fields on the form can then be 
merged into a letter of offer, or employment contract, which is sent to the 
candidate to be digitally signed, should they wish to accept.

Note: Saving the Offer form does NOT send an offer to a candidate, this is done 
later via the Offer Status report.
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Offer Status

The Offer Status report allows you to view all of the offers in the system, as 
well as make any required changes before sending them to candidates.

 Click the       icon under the ‘Edit Offer’ column to edit an offer
 
 Click the       icon under the ‘View Offer’ column to view the letter of 
 offer/employment contract generated by the system 



How to Send an Offer?
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 Click the       icon under the ‘Send Offer’ column
 Select ‘Email’ as the delivery method
 Verify the email address is correct
  By default, this will be the same email address defined on the Offer  
  form
 Verify the subject and body of the email are correct
  By default, the template customised in the Recruitment Module will  
  be displayed, but you can make ad-hoc changes before sending if  
  required
 Click ‘Save’ to send the offer



|    8

Accepted Offers

The Accepted Offers report displays all of the offers that have been accepted by 
candidates, allowing you to view individual offer letters/employment contracts 
with digital signatures, as well as the date candidates signed and accepted their 
offers.



Candidate On-Boarding

The Candidate On-Boarding menu allows you to transition a successful candidate 
into an employee, and kick off their on-boarding process.
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How to On-Board a Candidate
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Note: First, you must choose whether you wish to create a brand-new employee, 
or merge the candidate record with an existing employee file (rehire).

 Click the       icon under the ‘On-Board’ column
 Set the Hiring Action accordingly
  Selecting ‘New Hire’ will create a brand-new employee file
  Selecting ‘Rehire’ will aggregate the candidate record with an 
  existing employee file, simply select the existing employee via 
  the ‘REHIRE Staff’ field
 Set the ‘Effective Date’, which defines the date you wish for the employee  
 to be effective in EmployeeConnect and Payroll
 If required, manually define a Person ID
  If you leave this field blank, the system will auto generate a unique  
  Person ID
 Click ‘Save’, which will redirect you to the ‘New Employee On-Boarding’ 



Note: Before inviting an employee to on-board, you must first confirm their infor-
mation in the system is correct.

 Review all of the information displayed across the various tabs on the   
 ‘New Employee On-Boarding’ form and make any changes or additions as  
 required
 Carefully review the information under the ‘User Profile’ tab, as this is   
 where you define the employee’s username and password. If these 
 credentials are incorrect, the employee will not be able to log in to the   
 on-boarding portal
 Click ‘Save’, which will update all of the information and trigger the   
 on-boarding workflow
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Note: If you have successfully confirmed the details for a specific candidate, the 
‘Verification Status’ column should display a green traffic light and the       icon 
will appear under the ‘Send On-Boarding Invite’ column.

 Click the       icon under the ‘Send On-Boarding Invite’ column
 Select ‘Email’ as the delivery method
 Verify the email address is correct
  By default, this will be the same email address defined on the Offer  
  form
 Verify the subject and body of the email are correct
  By default, the template customised in the Recruitment Module will  
  be displayed, but you can make ad-hoc changes before sending if  
  required
 Click ‘Save’ to send the on-boarding invite
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On-Board Progress
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The On-Board Progress report displays what information your on-boarding 
employees have completed, and what is still pending. 



New Change Request
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The New Change Request functionality allows you to process a change to an 
employee’s position assignment, employment agreement and remuneration all 
at the same time, whilst also creating a change letter that can be sent to the 
employee to be digitally signed.



How to Process a New Change Request
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How to Process a New Change Request
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By default, current position, employment agreement and remuneration 
information for the selected employee will be displayed across the various 
fields on the form - you will only need to make relevant changes, rather than 
defining all of the fields on the form.

 Click the       icon under the ‘New’ column next to the specific employee 
 you wish to process a change request for
 Complete the relevant fields on the form;
  Input any employment agreement or position related changes on 
  the ‘Employment’ tab
  Input any remuneration related changes on the ‘Remuneration’ tab
  Select the relevant letter template to send to the employee for sign-
  off on the ‘Letter’ tab
 When you’re done, click ‘save’, which will initiate the lifecycle change 
 workflow

Note: Saving the form does NOT send the change letter to the employee for 
sign-off, this is done later via the Change Status report.
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Change Status

The Change Status report allows you to view relevant information for all of the 
life cycle changes in the system, as well as send change letters to employees.



How to Send the Lifecycle Change 
Letter to an Employee
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 Confirm that the ‘Workflow Status’ column shows the specific life cycle 
 change has been approved
 Click the       icon under the ‘Send Letter’ column
 Select ‘Email’ as the delivery method
 Verify the email address is correct
  By default, this will be the employee’s company email
 Verify the subject and body of the email are correct
  By default, the template customised during your Core HR setup will  
  be displayed, but you can make ad-hoc changes before sending if  
  required
 Click ‘Save’ to send the change letter, which will initiate the lifecycle 
 notification workflow



Change History
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The Change History report allows you to view all of the life cycle changes in the 
system and the relevant information for employees before and after said change 
i.e. old vs. new information.



Off-Board
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The Off-Board menu allows you to view all employees, past and present, and 
initiate the off-boarding process for exiting employees.

Note: You cannot off-board employees that are already inactive.



How to Offboard an Employee
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 Click the      icon under the ‘Off-Board’ column for the exiting employee
 Complete the relevant fields under the ‘Termination’ tab on the form
 The ‘Provisioning’ tab will allow you to view assigned company property 
 or vehicles, as well as make any last-minute assignments, to ensure all 
 corporate items assigned to the employee are returned
 When you’re done, click the        icon, which will initiate the off-boarding 
 workflow 

FreeText
 Note: If the 'Last Date' of work is earlier than the "Termination 

FreeText
Date", this will be the date when the profile is deactivated.



Off-Board Status
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The Off-Board Status report shows a list of all employees that have been 
off-boarded and high-level information, such as their login status, and 
whether they have completed an exit checklist or exit interview. 

 Click the      icon under the ‘View Off-Board’ column to view detailed 
 off-board information, or make any relevant changes
 Click the      icon under the ‘Send Exit Checklist/Interview’ column to 
 send an exit checklist or exit interview

Note: You can only send an exit checklist to the exiting employee, whilst you 
can send an exit interview to either the exiting employee or someone else 
(typically their manager or HR) to complete. Both the exit checklist and exit 
interview are powered by the survey functionality.   



Personal Menu
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The Personal menu allows you to view and make changes to employees’ 
information, including their biographical details, address, emergency contacts, 
working rights and medical information.
 



Biographical Details
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To view or make changes to an employee’s biographical information, such as 
their name, date of birth or gender, use the Biographical Details report.

 Click the       icon under the ‘Edit’ column to make relevant changes
 Click      icon under  the ‘New’ column to add biographical details for an 
 employee that does not have any such details already on file
 When you’re done, click the        icon



Addresses
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To view or make changes to an employee’s address information, use the 
Addresses report.

 Click the       icon under the ‘Edit’ column to make relevant changes
 Click      icon under the ‘New’ column to add an address for an employee 
 that does not have an address already on file
 When you’re done, click the        icon



Emergency Contacts
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To view or make changes to an employee’s emergency contact information, use 
the Emergency Contacts report.

 Click       icon under the ‘Edit’ column to make relevant changes
 Click the      icon under the ‘New’ column to add an emergency contact for 
 an employee that does not have an emergency contact already on file
 When you’re done, click the        icon



Working Rights
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To view or make changes to an employee’s working rights information, use the 
Working Rights report.

 Click       icon under the ‘Edit’ column to make relevant changes
 Click the      icon under the ‘New’ column to add working rights information 
 for an employee that does not have any such details already on file
 When you’re done, click the        icon

Note: By selecting the ‘Yes’ option under the Verification section of the form, HR 
can lock records, preventing employees from making unsolicited changes.



Medical Information
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To view or make changes to an employee’s medical information, use the Medical 
Information report.

 Click       icon under the ‘Edit’ column to make relevant changes
 Click the      icon under the ‘New’ column to add medical information for an 
 employee that does not have any such details already on file
 When you’re done, click the        icon

Note: By selecting the ‘Yes’ option under the Verification section of the form, HR 
can lock records, preventing employees from making unsolicited changes.



Resume Menu
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The Resume menu allows you to view and make changes to employees’ 
information, including their recruitment history, education, languages, 
professional memberships, licences, CV, as well as upload any miscellaneous 
attachments.



Recruitment History
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To view or make changes to an employee’s recruitment information, use the 
Recruitment History report.

 Click       icon under the ‘View’ column to view historical records and make 
 any relevant changes



Education
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To view or make changes to an employee’s education information, use the 
Education report.

 Click       icon under the ‘Edit’ column to make relevant changes
 Click the      icon under the ‘New’ column to add education information for 
 an employee that does not have any such details already on file
 When you’re done, click the        icon

Note: By selecting the ‘Yes’ option under the Verification section of the form, HR 
can lock records, preventing employees from making unsolicited changes



Languages
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To view or make changes to an employee’s language information, use the 
Language report.

 Click       icon under the ‘Edit’ column to make relevant changes
 Click the      icon under the ‘New’ column to add language information for 
 an employee that does not have any such details already on file
 When you’re done, click the        icon

Note: By selecting the ‘Yes’ option under the Verification section of the form, HR 
can lock records, preventing employees from making unsolicited changes.



Professional Memberships
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To view or make changes to an employee’s professional membership 
information, use the Professional Membership report.

 Click       icon under the ‘Edit’ column to make relevant changes
 Click the      icon under the ‘New’ column to add professional membership 
 information for an employee that does not have any such details already 
 on file
 When you’re done, click the        icon

Note: By selecting the ‘Yes’ option under the Verification section of the form, HR 
can lock records, preventing employees from making unsolicited changes.



Licences
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To view or make changes to an employee’s licence information, use the Licence 
report.

 Click       icon under the ‘Edit’ column to make relevant changes
 Click the      icon under the ‘New’ column to add licence information for an 
 employee that does not have any such details already on file
 When you’re done, click the        icon

Note: By selecting the ‘Yes’ option under the Verification section of the form, HR 
can lock records, preventing employees from making unsolicited changes.



CV
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To view or make changes to an employee’s resume or cover letter information, 
use the CV report.

 Click       icon under the ‘Edit’ column to make relevant changes
 Click the      icon under the ‘New’ column to upload a resume or cover letter 
 for an employee that does not have any such information already on file



File Attachments
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To view or upload miscellaneous files to an employee’s profile, use the 
File Attachment report.

 Click       icon under the ‘Edit’ column to make relevant changes
 Click the      icon under the ‘New’ column to upload an additional 
 miscellaneous file 



Employment Menu
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The Employment menu allows you to view and make changes to employees’ 
information, including their employment agreements, policy acceptance, 
company directory details, flexible work requests, commentary, assigned 
property, and disciplinary events. The Employment menu also allows you to 
view employees’ length of service and a list of former staff.



Agreements
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To view or make changes to an employee’s employment agreement information, 
use the Agreement report.

 Click       icon under the ‘Edit’ column to make relevant changes
 Click the      icon under the ‘New’ column to add agreement information for 
 an employee that does not have any such details already on file
 Click the      icon under the ‘Copy’ column to copy an existing agreement



Policy Acceptance
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The ’Policy Acceptance’ report allows you to view the status of employees 
having accepted required policies. You can easily filter the report to view 
acceptance per employee, or per policy.



Policy Status
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The ‘Policy Status’ report shows a more detailed breakdown of all of your 
required policies, how many employees have been assigned to them, accepted 
them, and how many have not responded yet.



Company Directory
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To view or make changes to an employee’s company directory information, use 
the Company Directory report.

 Click       icon to make relevant changes
 Click the      icon to save your changes



Flexible Work Requests
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To view, add, or make changes to an employee’s flexible work request 
information, use the Flexible Work Requests report.

 Click the      icon under the ‘New’ column to open the form and add a new 
 flexible work request on behalf of an employee
 Click the      icon under the ‘View’ column to view historical flexible work 
 requests



Commentary
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To view or make changes to an employee’s commentary information, use the 
Commentary report.

Note: Depending on which ‘Visibility’ option is selected on the form will deter-
mine whether the specific commentary record is visible to the particular employ-
ee, management and HR, or just management and HR.

 Click the       icon under the ‘View’ column to view historical commentary 
 records, or make relevant changes
 Click the       icon under the ‘New’ column to add commentary for an 
 employee that does not have any such details already on file



Property
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To view or make changes to an employee’s property information, use the 
property report.

 Click       icon under the ‘Edit’ column to make relevant changes
 Click the       icon under the ‘New’ column to add property information for 
 an employee that does not have any such details already on file



Discipline
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To view or make changes to an employee’s disciplinary information, use the 
Discipline report.

 Click       icon under the ‘Edit’ column to make relevant changes
 Click the       icon under the ‘New’ column to add disciplinary information 
 for an employee that does not have any such details already on file



Length of Service
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The Length of Service report shows a breakdown of staff tenure, displaying 
employees’ work type, the date they were hired and how many months and years 
they have been employed.



Former Staff
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The Form Staff report shows a list of all inactive employees in the system, 
irrespective of whether they have been formally off-boarded, or manually made 
inactive via an integrated payroll system.



Payment Menu
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The Payment menu allows you to view and make changes to employees’ 
information, including their payslips, salary, bank details, superannuation, and 
expense claims. The Payment menu also allows you to view historical payslip 
and salary data.



Payslips
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To view an employee’s most recent payslip information, use the Payslips report.
 
 Click the        icon under the ‘View’ column to view a payslip



Salary
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To view or make changes to an employee’s current salary information, use the 
Salary report.

 Click the       icon under the ‘Edit’ column to make relevant changes
 Click the       icon under the ‘New’ column to add current salary information 
 for an employee that does not have any such details already on file



Bank Details
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To view or make changes to an employee’s banking information, use the Bank 
Details report.

 Click the       icon under the ‘Edit’ column to make relevant changes
 Click the       icon under the ‘New’ column to add banking information for an  
 employee that does not have any such details already on file

Note: If an employee is to be paid into multiple bank accounts, you will need to 
create multiple bank records for that employee.



Superannuation
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To view or make changes to an employee’s superannuation information, use the 
Superannuation report.

 Click the       icon under the ‘Edit’ column to make relevant changes
 Click the       icon under the ‘New’ column to add superannuation 
 information for an employee that does not have any such details already 
 on file



Expense Claims
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To view or make changes to an employee’s pending expense claim information, 
use the Expense Claim report.

 Click the       icon under the ‘Edit’ column to make relevant changes
 Click the number under the ‘Expense ID’ column to print a summary of 
 the expenses

Note: You cannot initiate a brand-new expense claim on behalf of employees, 
you can only edit or submit existing expense claims that are pending approval 
and have not been marked as ‘Paid’. You can toggle whether an expense claim 
has been paid or not using the       icon under the ‘Status’ column.



Payslip History

5 5    |

To view an employee’s historical payslip information, use the Payslip History 
report.

 Click the       icon under the ‘View’ column to view a payslip



Salary History
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To view or make changes to an employee’s historical salary information, use the 
Salary History report.

 Click the       icon under the ‘Edit’ column to make relevant changes
 Click the       icon under the ‘New’ column to add historical salary
 information for an employee that does not have any such details already 
 on file



Leave Menu
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The Leave menu allows you to view and make changes to employees’ existing 
leave requests, cancel pending leave requests, apply for leave on behalf of an 
employee, view who is currently absent and on leave, view leave balances, and 
project future annual leave balances.



Leave Requests
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To view an employee’s leave request information, use the Leave Requests report.

 Click the       icon under the ‘View’ column to view a leave request



Cancel Leave
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To view and either cancel or reverse an employee’s leave request, use the Cancel 
Leave report.

 Click the       icon under the ‘Cancel leave Request’ column to cancel a 
 leave request that is still pending approval via workflow
 Click the       icon under the ‘Reverse Leave Request’ column to reverse a 
 leave request that has been approved via workflow

Note: Leave requests that are cancelled do not trigger a workflow and require 
no balance reconciliation in payroll. Leave requests that are reversed trigger the 
leave reversal workflow and require manual balance reconciliation in payroll.  



Apply for Leave
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To apply for leave on behalf of an employee, use the Apply for Leave report.

 Click the       icon under the ‘New’ column to apply for leave on behalf of an 
 employee

Note: Submitting the form will trigger the leave action workflow.



Current Absence
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To view a list of employees that are on leave for the current date, use the Current 
Absence report.

 Click the       icon under the ‘View’ column to view more detailed 
 information about an individual leave request



Leave Calendar
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To view a breakdown of all employees’s leave requests - colour coded per leave 
type - on a calendar, use the Leave Calendar.



Leave Balances
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To view a list of all employees’ leave balances, per leave type, use the Leave 
Balances report.

Note: Leave balance data is not generated in EmployeeConnect and needs to 
be imported via an integrated payroll system, or manually uploaded via a payroll 
export file.



Annual Leave Projection
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To project an employee’s future annual leave balance, use the Annual Leave 
Projection report.

 Click the       icon for the employee you want to run the annual leave 
 projection for
 Select the appropriate ‘Leave Element’ from the dropdown
 Select the future date you wish to project the employee’s annual leave 
 balance to
 The projected balance will be displayed at top of the page, accompanied by 
 a breakdown of how the balance was reached underneath

Note: Projecting employees’ annual leave balance in EmployeeConnect is purely 
an estimate and dependent on accurate leave balance data being imported from 
Payroll.. Always refer to Payroll if you require an exact figure. 



Timesheet Menu
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The Timesheets menu allows you to view, verify and override employees’ 
existing timesheets, as well as perform advanced searching of historical 
timesheet records.



View Timesheets
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To view an employee’s timesheets, use the View Timesheet report.

 Click the       icon under the ‘View’ column to view the selected timesheet, 
which will open in a separate browser tab



Timesheet Verification
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To verify an employee’s timesheets, use the Verify Timesheet report.

 Click the        icon under the ‘View’ column to verify the selected timesheet, 
 which will open in a separate browser tab
 Make any applicable changes and use the applicable radio buttons:
  ‘Save’ - allows you to make changes to the timesheet without 
  approving/declining it
  ‘Accept’ - allows you to approve the timesheet (with or without 
  changes), marking the timesheet as ‘Complete’
  ‘Deny’ - allows you to decline the timesheet (with or without changes), 
  pushing the timesheet back to the approver 

Note: Whilst all admins can access the Timesheet Verification report, only users 
of the Timesheet Verification Group (defined in timesheet settings) can verify 
timesheet records. Users who are not part of the Timesheet Verification Group, 
will have view-only access to timesheet records. 



Timesheet Override
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The Timesheet Override report allows you to view, as well as delete and override 
employees’ timesheets in bulk.  

 To view a timesheet, slick the       icon under the ‘View’ column, which will 
 open the timesheet in a separate browser tab
 To update the list of timesheets displayed in the report, click the            icon
 To delete timesheets in bulk, click the       icon under the ‘Delete’ column for 
 each unwanted timesheet, and then click the           icon
 To change the status of timesheets in bulk, select the desired option from 
 the dropdown list under the ‘Status’ column, and then click the           icon
 To change the assigned approval manager of timesheets in bulk, click 
 the       icon under the ‘Approval Manager’ column, and then click the 
 icon



Timesheet History
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The Timesheet History report allows you to view all historical timesheet records 
for employees.

 Click the        icon under the ‘View History’ column to view a list of all 
 historical timesheet records for a specific employee
 Click the        icon under the ‘View’ column to view a specific timesheet 
 record, which will open the timesheet in a separate browser tab



Timesheet Search
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To search and download timesheets by pay period, use the Timesheet Search 
report.

 Click the       icon to set the ‘Period From’ date
 Click the       icon to set the ‘Period To’ date
 Click the           icon

Note: No results will not be displayed if the period from/to dates do not exactly 
match your pay periods.



Dashboard Menu
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The Dashboard menu provides access to the HR Scorecard, and all employees’ 
various attachments.



HR Scorecard
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The HR Scorecard provides a visual representation of your data within 
EmployeeConnect.



All Attachments
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The All Attachments report aggregates employees’ various attachments 
throughout the system - licences, qualifications, passports, employment 
contracts etc. - providing you easy access to them from one screen. Simply click 
the name of the file you wish to download to your computer.


