\le/actionHRM

5.25 Release Notes

5.25 Release Notes
ActionHRM 2016



New Features - Overview

e Improved workflow step view

* Improved Organisation Chart

* Interview scoring

¢ Archive / Delete now mass action

e Partial Processed Leave Status

e Search function in every area of WHS — All, Incident, Hazard

¢ Training Plan extensions

¢ Training Invitation Management

* New File Uploader

* Employee Groups — multiple & complex filters

e Skill Gap Position Identifier Pop Ups

e Skill Gap Excel Reports

e Calendar View in Planner

e Return to original WF search page after WF execution

e Add Position prompt

* New Processor Types

¢ Check Boxes and Multi Select added to Custom Fields

* New Positions Listing page

e Recruitment Notification changes

e New ToDo - Actions
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New Features - In Detail

Improved workflow step view

In this release, we have updated the workflow step view. The workflow route now appears at the
top of each workflow, with an option to click for more details / information. We hope that this helps
you to understand where the workflow is sitting at any one time, and where it will go after you

have forwarded it / sent it back / approved it / denied it etc.

It also keeps track of the date and time of workflow actions. This is a good way to monitor who is

using the system efficiently and who might need some help / training.

oge 2%
b Q E/ Click to ») -6. @ $ x E Q @ g O OQ
Home Company ToDo expand Recruitment Employee = Performance Reward Leave Training  Development Time Ohs

System Admin

Leave / Leave Records v

@ Leave Request Entry 1/2 @ Leave RequestEntry2/2 @) Sent for Approval @  Leave Request - Annual Leave - Fung. Gary i ‘

Wakefield. David
14/11/2016 01:48 PM (1 minute ago)

Click for
details

1 minute Fung. Gary Submitted
e 1411112016 01:47 PM - 14/11/2016 01:48 PM (21 seconds)
1 minute Fung. Gary First Step Submitted
e 1411112016 01:47 PM - 14/11/2016 01:47 PM (31 seconds)
i
The new button also combines the function of zoom and edit buttons . Where

previously you had the option of clicking on either depending on what view you wanted, now you

will just click on to access workflows / recruitment processes etc.
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Improved Org Chart

We have improved the functionality of the Org Chart. You will now be able to zoom in and expand

(using the arrows) to see relationships.

We have added a box at the bottom of the page containing a list employees with no Reports to

Linkage.

We have also made it possible for you to Export your on-screen Org Chart (with filters) using the

Export button in the top right of the screen.
We hope that these functions allow you to navigate and manage the Org Chart better than before.
We will be looking to extend the Org Chart further and would love to hear your feedback.

& Adams, Kent

Chief Executive Officer
Management

& Brown, Mark

Accountant
Administration

Jones, Ads
Office Assistant Help Desk Support
Administration Support

@ Adams, Kent

Chief Executive Officer
Management

\
I I [ I

Tran, Leanna Parks, Scott Echter, Adam @ Wakefield, David [l Rodrick, Alexander
IT Area Manager Wilson, Joe Senior Project Manager| |Development Manager ' Manager
Java Developer i i
|

Jang, James

Office Assistant

Brown, Mark
Accountant
Administration

Office Assistant
Administration

Help Desk Support
Support

B Positions without Reports To linkage

Q o
Job Title Department Incumbent
ActionHRM Specialist QA & Testing Kelly, Adam
Office Assistant Management Ulshafer, Courtney
Sales Representative Sales McLaren, Sally

Showing 1 to 3 of 3 entries
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Interview scoring

Extending on the Interview Management area, and based on client feedback, in this release we
have added Interview Scoring functionality.

Once you have scheduled interviews (by opening applicant’s details and clicking Perform an

Action > Schedule Interview), you will now be able to add a score for each Interviewer. To do this,

go to Recruitment > Interview Management > click on the (on the right-hand side of Interview
details)
Interviews n -7
B 23/11/2016 - 23/11/2017 O Show Cancelled B B 5 | v

& Multi Sort Reset

1

o

Job Title Interviewee(s) Date 4  Time 4 Location Interviewer(s)
Sales Clement, Tom & &4 28/11/2016  09:00 AM Suite 111, NIC Building. 4 Wakefield, David b 4
Representative Cornwallis St, Redfern NSW Brown, Mark
2000 Australia phone - 02
9209 4464 for reception /
directions
Sales Rodrick, Alexander & &9 28/11/2016  11:00 AM Suite 111, NIC Building. 4 Wakefield, David ¥z
Representative Comwallis St, Redfern NSW Brown, Mark
2000 Australia phone - 02
9209 4464 for reception /
directions
After clicking the , the Interview Details page will appear.

Beside each of the Interviewers, there will be a box to input a point score. Points can be between

0 -10, 0 — 100, whatever suits your company best.

From this page, you will also be able to update the status e.g. Successful (and leave comments),

and the banding e.g. Meets Requirements (and leave comments).
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B8 Interview Details

Job Sales Representative

Date 28/11/2016

Time 09:00 AM

Time Zone Australia/Sydney

Location Suite 111, NIC Building, 4 Cornwallis St, Redfern NSW 2000 Australia phone - 02 9209 4464 for reception / directions
Interviewer(s) Wakefield, David

Brown, Mark

Interviewer(s) Interviewee(s) Points
Brown, Mark Clement, Tom 8
Wakefield, David Clement, Tom 75

Mark As Successful x| v
Comment

Happy with Toms interview - add to shortlist for second round interview

Enable notification Position Withdrawn

B3 Banding

Choose Band 3 - Meets Req X v

Comment Could have more experience but has great references

Once all scores have been input, the Interview Score Total and Interview Score Average will
display under the Recruitment > Processes > Applicant tab.
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Partial Processed Leave Status

For some Payroll and Non- Payroll systems we have added a new Leave Status to reflect a Part -

Processed record.

This new feature is useful when an employee has leave over multiple pay periods, and only a

portion of the record is sent to Payroll at any one time.

B8 Leave Records

Start Date | 04/06/2016 = End Date | dd/mm/yyyy = O show Cancelled Records Apply
Leave Type From To v Hours Days Status
Annual Leave 17/01/2017 25/01/2017 525 = N/A
o Personal Leave 16/11/2016 17/11/2016 12 o Extracted
Q Unpaid Leave 09/11/2016 09/12/2016 172.5 Co Part Processed
Showing 1 to 3 of 3 entries
You can also click " to see more details, i.e. exactly which days / hours in the record are paid /

processed and which will be in the next pay period.

Mon 28/11/2016 (worked day) 7.50 7.50 0.00 1.00 1.00 0.00 Processed
Tue 29/11/2016 (worked day) 7.50 7.50 0.00 1.00 1.00 0.00 Processed
Wed 30/11/2016 (worked day) 7.50 7.50 0.00 1.00 1.00 0.00 Processed
Thu 01/12/2016 (worked day) 7.50 7.50 0.00 1.00 1.00 0.00 N/A
Fri 02/12/2016 (worked day) 7.50 7.50 0.00 1.00 1.00 0.00 N/A
Sat 03/12/2016 0.00 0.00 0.00 0.00 0.00 0.00 N/A
Sun 04/12/2016 0.00 0.00 0.00 0.00 0.00 0.00 N/A
Mon 05/12/2016 (worked day) 7.50 7.50 0.00 1.00 1.00 0.00 N/A
Tue 06/12/2016 (worked day) 7.50 7.50 0.00 1.00 1.00 0.00 N/A
Wed 07/12/2016 (worked day) 7.50 7.50 0.00 1.00 1.00 0.00 N/A
Thu 08/12/2016 (worked day) 7.50 7.50 0.00 1.00 1.00 0.00 N/A
Fri 09/12/2016 (worked day) 7.50 7.50 0.00 1.00 1.00 0.00 N/A
Total 172.50 172.50 0.00 23.00 23.00 0.00
Submitted Hours 172.5
Processed Hours 120
Approved By Adams, Kent
Approved Date 01/11/2016

Additional Note
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WHS Search Functionality

In this release, we have extended the search capability in the WHS module. You can now search

Hazard or Incident specific fields e.g. in the Incidents tab you can filter by Injury Nature or

Treatment Date, in the Hazards tab you can filter by Risk Severity or Action Satisfied status. You

can still filter for common data in the All tab.

All Incidents

Hazards

OHS Issue Details

- Select one -

Hours Worked
Is Injured?

Is treatment required?

Actual treatment date
Loss of time?

Ceased date

Treatment anticipated date
er

t Reset

Sally tripped
over near the
main entrance

More searchable fields mean you also have more displayable fields. Use the

OHS Issue
n ID Type
INC2  Incident
nd
is
e
nce
T - g
signs were in
placed
Tripped over INC4 Incident

an object on
the floor and
feel down a

set of stairs

Issue
Category

Minor

Major

Status

Reviewed

Reviewed

Current
Processor(Delegatee)

right corner) to adjust display fields or save default display fields.

Search Table Display Field Template (Drag & Drop to reorder)

Display Fields Available Fields
Title Risk Model
Detailed Description Risk Severity

OHS ID

Issue Type

Issue Category

Status

Current Processor(Delegatee)

Risk Level

Work Area

Location

Locality

Reported Date
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Risk Occurrence

Reported Time

Reported By

Investigated By

Reported To

Report Method

Investigation Start Date

Investigation End Date

Protective Equipment Used

Equipment Involved

Risk
Level

High

High

Work

Area Location
Main Sydney
Entrance

Main Sydney
Entrance

@
button (top



Training Plan

In the last release, we incorporated a Training Plan in the Development > Training Records area.
Ultimately, we want this to link to Training > Courses, and Development > All Skills, but in this
release, we have made the training plan employee specific.
Training Records Ad Hoc Training Records Training Plan =7
Q O Archived Training Plans m

Copy = CSV  Excel PDF | Print

TargetDate*  Employee Specification Skill Title * Type* Description  Priority* ~ Status® 4 Comments
03/11/2016 Drivers Licence Full Licence License High x
01/07/2014 ‘Wakefield, David Organisation & Planning Training Performance High x

Management

20/07/2016  Smithston, Leadership Leadership Training Performance High x
Adam Management

13/06/2014  Wakefield, David  Project Management Project Management Performance f Low f x
Training Management

12/08/2016 Cooper, Milly ActionHRM Handbook Handbook for New Starts Performance Low Please read and complete questions in 2016 X

Management handbook

23/08/2016  Fung, Gary RSA (Responsible Service of RSA Performance Low Upload Certification x
Alcohol) Management

11/10/2016 Fung, Gary Payroll Payroll Training Performance f Normal Outstanding  With Milly and Jo x

Management
30/11/2016 Customer Service Customer Service Training ~ Skill High Outstanding  Training (and mentoring) x
Showing 1 to 8 of 8 entries

| 4+  Add Training Plan ‘

To set up a training plan, go to Development > Training Records > Training Plan tab > click the

+  Add Training Plan
Add Training Plan button == (bottom of page)

You will need to input a target date, an employee, a specification / skill, a title, a training type, a

training priority, and a training status.

4+ Add Training Plan

Target Date * Employee

30/06/2017 i) Jones, Matthew @
Specification Skill Title *

Project Management v Matt - Training Plan
Type * Description

Employee Development v
Priority * Status *

Normal v Requested
Comments

:

Training plan type, priority, and status, can be set up under Development > Admin
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Training — Invitation Request Management

In this release, we have made improvements to the enrolment area within Training > Courses. As

always, once you are viewing course details (using the ~* function), you can click between tabs
for course details, class details, enrolment info, attendee list, and waitlist. Within the enrolment
tab, you can see class information and use filters to find and invite employees with skill gaps and

expired skills, from specific localities, departments, employee groups etc.

You will now be able to check box beside employees names, click ‘Perform an Action’, and send
reminders, custom emails (change of locations / cancellations etc), invite, enroll, or waitlist

employees (with notifications).

B Employees -

Q Active at class period (2) ~ Pending/Not-started at class period (0)  Inactive/Terminated at class period (0) 1]

Send Email Reminder Locality Status at class period Enrolled Waitlisted Registered Interest Invited/Requested

Invite Lt class period

Invite }

Enrol oY ———~nuuveat class period
Waitlist

Unenroll/Unwaitlist

Once employees have been enrolled, they will automatically appear under the Attendees tab.

Course Details  Class Details  Enrolments ~ Attendees (2/5)  Waitlist  Invitation Request Management

B Class Information -7
Course Title Awareness Fire Safety Training
Start Date 26/01/2017 Min. Attendees 2
End Date 26/01/2017 Max. Attendees 5
Start Time 08:00 AM Current Attendees 2
Duration 3.0 Hour(s) No. of Seats Remaining 3
B8 Aftendees -7
Q m
Enrolled Enrolled Name Attended Details
Date Time

22/11/2016  02:27PM  Adams, Kent Unprocest v Please choose an option

2/11/2016 | 02:27 PM S LT Unproces: v Please choose an option
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If you invite employees, they will get a tick in the ‘Invited to Course’ box, and they will appear in
the NEW Invitation Request Management tab — Invitation Management. In this tab, you will be
able to see their status as “Waiting for attendance”

B Employees m - /7
Q Active at class period (2) ~ Pending/Not-started at class period (0)  Inactive/Terminated at class period (0) o
Name Locality Status at class period Enrolled Invited To Course
Adams, Kent NSW Active at class period v
Brown, Mark NSW Active at class period v

Course Details ~ Class Details  Enrolments  Attendees (0/5)  Waitlist  Invitation Request Management

Invitation Management =~ Request Management

Manage Invitation By Employee -7

=) e - o s | v

O Multi Sort Reset

Course Start Workflow

Name Email Job Course Name Code Time Zone Date End Date Provider Location Status
Adams. kent.adams@companymail.com  Chief Awareness Fire Safety Australia/Sydney ~ 26/01/2017  26/01/2017  Intemal Main Waiting
Kent Executive Safety Training Conference  for

Officer Room attendance
Brown, mark.brown@companymail.com  Office Manager ~ Awareness Fire Safety Australia/Sydney ~ 26/01/2017  26/01/2017  Intemal Main Waiting
Mark Safety Training Conference  for

Room attendance

The invited employees will receive a workflow and will be able to specify their class attendance

and input any comments.

NOTE: click on the button on the top right corner of the workflow (highlighted) to view more

information
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@ Waiting for attendance ~ @)  Enrolment Invitation - Awareness Fire Safety Training - Adams. Kent i

Enrolment Invitation B - ¢

Class Attendance *
Attending ~
Q

Attending

Not Attending

Course Title Course Type
Awareness Fire Safety Training Safety

Course Code
AFST

Course Description
This course is a 1 day course which must be taken every yearly after you have completed training that covers all the aspects of fire safety

Start Date End Date
26/0122017 26/0172017
Class Time Duration
08:00 AM 3.0 Hour(s)
Location Locality
Main Conference Room NSW
Provider Delivery Type
Internal Classroom/Seminar
Workflow Processing Comments I -

Cancel | Submit

Once the employee has updated their attendance, their workflow status will be updated.

Course Details ~ Class Details  Enrolments  Attendees (1/5) ~ Waitlist  Invitation Request Management

Invitation Management = Request Management

Manage Invitation By Employee -

=) e - o s | v

O Multi Sort Reset

Course Start ‘Workflow

Name Email Job Course Name Code Time Zone Date End Date Provider  Location Status
Adams kent.adams@companymail.com  Chief Executive Awareness Fire Safety Safety Australia/Sydney ~ 26/01/2017  26/01/2017  Internal Main Approved
Kent Officer Training Conference

Room
Brown, mark_brown@companymail.com  Office Manager Awareness Fire Safety Safety Australia/Sydney ~ 26/01/2017 ~ 26/01/2017  Internal Main Waiting for
Mark Training Conference  attendance

Room

The reason we created this new Invitation Request Management tab is so that Training

Administrators can quickly complete or cancel requests in the one area.

The tab is also class specific, e.g. if you zoomed in on a First Aid Class for 10 December, the
Invitation Request Management tab would appear alongside the standard tabs (enroliments,

attendees etc.) and it would display the Invitation Requests for the First Aid Class 10 December.
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File Uploader

We have updated the file uploader so that it now supports ‘drag and drop’ functionality, as well as
the standard ‘choose a file’. We will eventually role this out over all modules but to start with, you
can find this new file uploader in the Leave Request area and the Employee > Document Store.

-

Upload Attachments D

&

Choose a file or drag it here.
Size Limit: 3.0 MiB

Employee Groups — Filter Capability

Where previously you had ‘Static’ and ‘Dynamic’ Employee Groups, you will now just have

Employee Groups.

We have also extended out the filter capability so you can now use multiple and complex filters
including the ability to “match” All or Any results, and find results Equal, Not Equal, In and Not In.

Employee Group

Name *
HR Team
Criteria *
+
Match | All v
Status X| v Equal v Active v
Administration € X
Department X| v In v
Swport
Selay 0] Execuive FT O 8
Employment Condition X| v In
Location X| v Equal v California v

Preview Cancel
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Skill Gap Position Identifier Pop Ups

In an earlier release, we developed the skill search based on position identifiers. In this release,
we have fixed up the pop up position identifiers so you can “zoom in” on specific identifiers e.g.
Location.

To view skill gaps based on position identifiers, go to Development > Skill Search > Search by

Position Specifications tab > click on heading e.g. Location

Search by Jobs  Search by Skills Search by Position Specifications

Search by Jobs

Chief Executive Officer € | Development Manager € | Help Desk Support € J Infrastructure Manager ¢

Sort by Skill Match (importance) = v E

Job Location

Critical Required Needed for Preferred Critical Required Needed for
Succession Succession

Accountant

Parks, Scott NA mn 0n 0/2 12

Chief Executive Officer

Adams, Kent

- NA 506 10 1) 1

Development Manager

Wakefield, David _ 1718 11 NA mn mn 12 12

Help Desk Support

No employees found

Infrastructure Manager

The skills that you have specified for that position identifier (e.g. Location - in Jobs > Locations >

Specifications tab) will appear here with the skill gaps highlighted in red.
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Job Skill Gap

Critical Required Needed for Succession
Non FirstAid - Confidential Problem Innovation
Disclosure Level2 Agreement Solving
Agreement
Bui, Xang L x x x + (Expert) x
Chan, Alisa L x x x + (Expert) x
Fung, Gary r v x x + (Proficient) x
Tsoi, Luke L x x x + (Proficient) x
Wakefield, David r v x v + (Expert) x
Critical Required Needed for Succession
Non FirstAid - Confidential Problem Innovation
Disclosure Level 2 Agreement Solving
Agreement
Adams, Kent r v X (29/11/201€ v + (Expert) x
Brown, Mark — x x x + (Knowledgt x
Jones, Matthew — x x x + (Knowledgt x
Parks, Scott — x x x + (Proficient) x

5.25 Release Notes
ActionHRM 2016



Skill Gap Excel Reports

You can now export skill gap screens as Excel files using the button. Use multiple and
complex filters to find the employees / departments / locations you want to report on and then

export specified view.

You can do this in any of the Development > All Skills tabs — Search by Jobs, Search by Skills, or

Search by Position Specifications

Search by Jobs  Search by Skills ~ Search by Position Specifications

Office Manager € | Sales Representative @

Sort by Skill Match (importance) | v m + Add Employee Filter @B
Location x| v In v Melboume € | Sydney @ X

Critical Required Preferred
Higher Accounting Confidential MYOB Finance Budgeting  Payroll Or isatiol B. C

School Agreement & Planning  of - General
Certificate Economics

Parks, Scott = v + (Proficient) x + (Expert) # (Proficient) x x x v v (Aware)

Critical Required Preferred

Higher Accounting Confidential MYOB Finance Budgeting  Payroll Organisatiol Bachelor Computing
School Agreement & Planning  of - General

Certificate Economics

Jones, Matthew L v x x x x x x x x + (Proficient)

SkillSearchByJobs (1) [Compatibility Mode] - Excel Sign in
Formulas  Data Review  View Q Tell me what you want to do
P - Eoinset - 2 - A
> Arial - ¥~ P Wrap Text General - '; E_'J P Y p

P; stD & - [ C d | F 0; Cﬁll EX Delete - : Sirt& Find &

aste B u .| == M ECenter = .05 9 |8 3 onditional Formatas Cel s in

o 7 £ Ui i ® 3% | Formatting~ Table~ Styles~ | B2 Format~ | @ - Fiter. Select~
Clipboard & Font F] Alignment [F] Number 1] Styles Cells Editing ~
Al M < || Accountant v

A B C D E F G H | [«]
1 0 a
2 Critical uired
Higher School A g C lity MYOB Finance B
3 Certificate |Agreement
Parks, Scott Critical: 3/4, Required: N s
4 2/5. Preferred: 11 Proficient Expert Proficient
[ Office Assista
6 Critical uired
Higher School A g C lity MYOB Finance B
7 Certificate |Agreement
Jones, Matthew Critical: 1/4, Required:

8 0/5, Preferred: 1/1
9|
10 |
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Calendar View in Planner
Based on your feedback, we have added a calendar view in the ToDo > Planner area.

When you first click into the Planner, you will be looking at the Summary View. Just click

‘Calendar’ under the filter area and your planner will change into the Calendar view.

ToDo / Planner v

Location X v Equal v California v
B 23/11/2016 - 14/12/2016 Summary View Detailed View Attendance Calendar
November 2016
< >
Sun Mon Tue Wed Thu Fri
1 2 3 4
McLaren, Sally - East Asian &
Business Enterprise
Webb, James - East Asian &/
Business Enterprise
6 7 8 9 10 1"
13 14 15 16 17 18
McLaren, Sally - Personal ¥
Leave
20 21 22 23 24 25
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Return to original WF search page after WF execution

We have updated this release so that when you execute an action on a workflow (e.g. Submit,
Escalate, Send Back etc.), you will return to the original page you were on when you opened the
workflow. An example of this would be if you went into System > Workflow Admin > All Active
Workflows > Filtered for Leave Requests and opened the first workflow. Previously, if you
approved it / denied it etc. you would have been taken back to the ToDo module > Workflows and
then had to go back to System > Workflow Admin and start again.

Now you will go back to your list of Filtered workflows in the System > Workflow Admin > All

Active workflows area.

We hope you find this much more quick and easy now!

Add Position prompt

Previously in the Jobs > Positions area, to add a new position you had to click and then

choose a job from the drop down box at the top of the next page. This was confusing so in the

. + -
new release we have added a job drop down at the on the positions page. Once you have
chosen a job from the drop down box, you will be taken to the standard second page to input

position details like Location, and position identifiers e.g. Classification, Department, Team etc.

@

Home  Company ) Recritment ~Employee = Performance = Reward ~ Leave

Jobs / Positions v

Help Desk Support 8 HLPDSK Sydney
Infrastructure Manager 4 INF Melboumne
Office Assistant 6 OFFICEA Sydney
Office Assistant 7 OFFICEA Sydney
Office Manager 5 OFFICEM Sydney
QA Tester 9 QAT Melbourne
Sales & Marketing Manager 10 SLM California
Q| per 11 SLM California
Intrastructure Manager ~
14 SLR California
Office Assistant
Office Manager 12 SLR California
QA Tester 13 SLR Califomia
Sales & Marketing Manager
15 SFE Melboumne
Sales Representative
Software Engineer 16 SFE Melbourne
Accountant v 18 SFE Melbourne
od 17 SFE Melbourne

+
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New Processor Types

We have added some new Processor Types to the Custom Workflow Template Tasks. Where
previously you could choose Employee, Supervisor, Position, or Target Employee from the
Employee Type drop down box, you can now also choose Creator, Owner, and Manual.

feshliite Business Case to be Provided
Description Regional Coordinator to Provide
Due Date (in days) 5
Step No. * ,
Processor Type * I
Q

Document Storage ‘

Employee
— - ]
Response Mandatory Position
Restricted Access Supervisor

Target Employee
Activate Automatic Escalation

Creator
Notify After Proceed Owner -

Global Field Group* Order*

Creator is the employee who creates the workflow, they can be the Processor Type at any step
(not just step 1!).
Owner is the employee who the workflow relates to (e.g. a Credit Leave Request belongs to the

employee who needs a Leave Credit).

Manual means you manually input an employee / Manager etc. when you create the workflow.
They will need to be part of an Employee Group. If you choose Manual as the Processor Type,

you will then need to choose the Employee Group in the Processor drop down box.

LT Business Case to be Provided
Description Regional Coordinator to Provide
Due Date (in days) 5
Step No. * ;
Processor Type * — %
fipcesson Management Team v
Q
Document Storage I
~ Select one —
Document Storage Mandatory
Management Team
Response Mandatory =
Restricted Access
Activate Automatic Escalation
Notify After Proceed
Global Field Group * Order *
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When submitting a custom workflow, the creator will manually be able to input the incumbent for
the step with the ‘manual’ processor. The incumbents will be part of the specified Employee
Group. E.g. in the example above, the Processor Type was Manual and the Processor was the
Management Team. This means the incumbent for step 1 can be Kent Adams OR David

Wakefield — both members of the Management Group.

Recruitment Approval B -7

Reason for Workflow (Description) * Recruitment Approval

Target Employee * Jones, Matthew X v

Workflow Owner Selection -7

Workflow Owner Type Workflow Owner Incumbent *

Workflow Creator McLaren, Sally

Stage Task Title Description Due Date * Resolver Position Incumbent
Number
Busnf\ess Case to be Regional Coordinator to Provide 04/12/2016 & Manual Adams. Kent o
Provided
2 Regional Manager Either provides recommendation and sends or - or sends back with 06/12/2016 & Supervisor - 1st Level I a Brown,
Reviews reason for denial Supervisor Mark

Adams, Kent

 The workflow processors (employee name) listed on the right for guidance only. Depending on the processor setup (e.g. Position) some could be sul QU IR ]

m Cancel
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Check Boxes and Multi Select added to Custom Fields

In this release, we have added check boxes and multi select functionality to the Custom Fields —

Response Type area.

The Checkbox is available for all fields. The multi select is only available for some fields e.g.

Location (because most fields do not have more than one applicable response).

Field Group

ElsidiGrouplName Manager Checklist

Module

-- Select one --
Fields
Field Name * C Text Field D ipti Type * Mandatory
Meet & Greet Completed? Yes/No v
Start Date When? Date v
ATO Tax Withholding Declare Completed? -- Select one -- v
check Q
Checkbox
- B
Fields
Field Name * Comments Text Field Response Type * Mandatory
Description
Meet & Greet Completed? Yes/No v
Start Date When? Date v
ATO Tax Withholding Completed? Checkbox
Declaration
Locations? Locations x v | [vMutiple select
-
Manager Checklist
Meet & Greet * - Completed?
Yes
Start Date * - When?
12/12/2016 =]

ATO Tax Withholding Declaration - Completed?
> Check

box Multi-

Locations? * select

Chatswood €
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New Positions Listing page

We have updated the Positions Listings page (or Job Board) so it is now more simple and

straightforward.

Click on the Details button for more info (if specified) including Employment Type, Open Date,

and Close Date.

\qpéctionhrm

List of open positions for company V5Demo.

Open Positions

Search | View All
Position Location
Accountant Melbourne, VIC Details Apply
Accountant K-SWISS Bondi Junction, NSW Details Apply
Position Name: Accountant
Employment Type: Casual
Location: K-SWISS Bondi Junction, NSW
Open Date: 02/02/2016
Close Date:
Engineer - Water Infrastructure Hobart, TAS Details Apply
Position Name: Engineer - Water
Infrastructure
Employment Type:
Location: Hobart, TAS
Open Date: 01/11/2016
Close Date:
Environmental Consultant Sydney, NSW Details Apply
Environmental Consultant Hobart, TAS Details Apply
Environmental Consultant Sydney, NSW Details Apply
HR Advisor Details Apply
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Recruitment Notification changes

One of the biggest changes in this release is in the Recruitment > Notifications area. We have
added the ability to send applicants Custom Letters and Word Exports.

To set up letters, go to Recruitment > Admin > Notification Templates > click to open a
Notification type e.g. ‘Hired’ > under the Notification Template Details heading, check box beside
‘Customisable’ (if you want to be able to customise for individual applicants) > check box beside
‘Include Letter’ (under email body).

« Please bring a signed copy on your first day along with any VISA / work rights information (if applicable)

QUESTIONS / FAQS

« Contact HR if you have any questions OR if you would like to email back your signed contract earlier.

Kind regards

Human Resources

\qp/actionHRM

Include Letter

Letter details will then appear below. These now include Letter Format, Header, Title, Text /
Body, Signature Block and Footer.

Once your letter has been set up, you will be able to send it to applicants in the Recruitment >
Applicant area by checking boxes beside applicants > clicking on Perform an Action > Send
Notifications

Applicant Details

Match = All e
Status X v Equal v Hired v
Job Title Applied For X v Equal v Environmental Consultant v
Band X v Equal v 1 - Pref. Applicant v
Send SMS Job Title Applied For Band Status Application Date
Send Notifications
Environmental Consultant 1 - Pref. Applicant Hired 29/06/2016

Transfer Applicants
Environmental Consultant 1 - Pref. Applicant Hired 29/06/2016
Send Applicants via Email

Environmental Consultant 1 - Pref. Applicant Hired 02/11/2016
Delete Applicant(s)

Archive Applicant(s)

Export To HROnboard
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You can then choose a Notification Template (from drop down box), a Notification Type (email or
PDF), Preview, Export to RFT (‘Rich Text Format’ / Word Doc), and Continue (send notifications).

Applicant List

Notification Type Comment

=B )
=B -
=B -

Name Status  Notification Template

McBean, Kasey Hired

Hired! ~

McManus, Emily Hired

Hired! v

Thomas, Levi Hired

Hired! v

B0 = Notifications (1).rtf [Compatibility Mode] - Word Signin m]
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New ToDo - Actions

Another big change in this release is the ToDo > Actions capability. This can be used for sending

out basic tasks, news and messages, checklists, or

policy updates for individual employees or

groups of employees to review / complete and sign off on.

We are still making some changes to this function (like to the labeling — Employee to ‘Required

By’ and Target Employee to ‘Employee/s to Action’),

i.e. to send out / “burst”, actions to employees.

+
To add an action, go to ToDo > Actions > click

Add Action

Target Date *

09/12/2016 2]

Employee *

but the basic function will remain the same

Add Action
(bottom of page).

Cooper, Milly - (Bumble Bees) v

Target Employee
Cunningham, Jo - (Bumble Bees) € | McBean, Kasey - (Bumble Bees) @

Title *

Password Policy

Action *

Policy Update v

Content *
P B I U S ®  sansseif~ 14v A -~

= = =~ EH- [ X <>

computers and other hardware devices, data storage systems, and other
accounts. Passwords are a key part of IT's strategy to make sure only
authorized people can access those resources and data

Allemployees who have access to any of those resources are responsible for

choosing strong passwords and protecting their log-in information from

unauthorized people
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= All passwords must be changed regularly, with the frequency varying
based on the sensitivity of the account in question. This requirement will
be enforced using software when possible

If the security of a password is in doubt- for example, if it appears that an
unauthorized person has logged in to the account — the password must
be changed immediately

Default passwords — such as those created for new employees when
they start or those that protect new systems when they're initially set up —
must be changed as quickly as possible

Description
Attachments
Choose a file or drag it here
Size Limit: 3.0 MiB
Comments

You will need to input a Target Date, a ‘Required by’ employee, and Target Employees /
Employees to Action, a Title, an Action Type e.g. Policy Update (these can be set up in ToDo >

Admin > Action Type), and some content.
You can also choose to add a description, attachments, and comments.

Once you have added an action, it will appear in the ‘Employees to Action’ ToDo list (beside
Workflows)

\qP/aCtiOnh(m of Launcher é

Workflows (4) To-Do (1)

Password Policy Policy Update 09/12/2016

Q

Results 1-10f 1 View All
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The Employees to Action will be able to open it up from here, review content, and sign off - check

box beside “I confirm that | have read the content”.

Password Policy Update December 2015

PUSIWUIUD PIHITGOLS UIGL GIC IUITY, SUUIY, GHU CUTTPICA. VTG PUSSIUIG, Dt S

choose passwords/phrases that meet the following requirements:
. Contain both upper and lower case characters (e.g., a-z, A-Z)
¢ Include both numbers (0-9) and special characters (e.9. @. # $. *).

. Have a minimum of at least 10 characters and preferably 15 characters long and is a
phrase

¢ Where possible, use different passwords/phrases for general office activities (e.g. e-
mail, file access) vs. systems that store sensitive or confidential data

Staff should not choose passwords/phrases that:
. Include common words such as those found in a dictionary.

¢ Are the same as passwords/phrases used on Staff personal accounts (e.g. personal
e-mail, on-line banking. or social media)

. Contain personal information such as a spouse or pet's name, social security
number, driver's license number, street address, phone number, etc.

. Contain sequences or repeated characters. For example, 1234, 3333, etc

Staff with special system privileges, assigned by a transaction, program, process, or group
membership, should select a unique password/phrase from other accounts held by that
individual.

I confirm that | have read the content.

We will be doing a couple of small updates this week so the function is available as soon as
possible. In the next release we will also be looking to extend the filter capability in this area so
that you can use filters to search for specific / groups of employees based on Location,

Employment Type etc.
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