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Introduction to MYOB MyStaffinfo

MYOB MyStaffinfo is an add-on to the MYOB Exo Employer Services suite. Once installed, it
appears under the Pay menu in MYOB Exo Payroll.

Its primary functions are to:

Assign groups of employees to managers, thereby allowing managers to review activity
that is specific to their assigned employees on the website

Select employees for inclusion onto the MyStaffinfo website
Select managers for inclusion onto the MyStaffinfo website
Set security restrictions for each login

Setup documents for upload to the website

Setup Timesheet Batches for use on the website

Retrieve timesheet transactions from the website and import them into the Current Pay



Management Console

Management Console

From the Login screen of MYOB Exo Payroll, log in to your payroll company as you would
normally, then from the Pay menu select MyStaffinfo.

New Update Available

If your current version of the Management Console is out-of-date, an update window will open,
prompting for the new update to be installed:

Product updates are available
[~ Step checking for product updates
A new versien of the MyStafinfo Management Console is available for download. i‘

Yoau are currently running version 201103,
The available update is version 201202,

What's New:

Version 2012.02

- WyStafiinfo Web Server —

Reimplemented template configuration page, and reworked the application of templates and
previous pays to the currently cpen timesheet. Added indradually-personalised templates to

the existing list of group templates. Console: Added securily aplions for managers and L[

| Download and Install | [= e |

Click Download and Install to initiate the update, or click Exit to close the window without
updating. This update can be implemented the next time the Management Console is opened.

To disable this automatic update notification, tick the Stop checking for product updates
checkbox.

NOTE: It is not advisable to disable the automatic update function; however it can be

reactivated from the Preferences window (see page 21).
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MysStaffInfo First Steps

When MyStaffinfo is selected from the main menu of MYOB Exo Payroll, the Management
Console will open with the First Steps screen.

G

e MyStaffinfo Management Console [ ’1 (=) |
Y[ CommonTasks = §r MyStaffInfo first steps
83 Employees
= = Set up MyStafflnfo users
t‘ 1S -
d & Add / Remove employees as MyStaffInfo users
£} S¢
O pret & Add / Remove payroll users as MyStaffinfo users
Pre rences
© synchronise Set up managers and employee groups
[@ ext & Select managers for MyStaffinfo
& Add / Remove MyStaffinfo employee groups
& Assign employees to employee groups
& Assign employee groups to managers
Set up security for MyStaffinfo users
[ Assign securnity settings to MyStaffinfo users
Synchronise your payroll with the website
‘@ Synchronise your payrell information with MyStaffinfo
B
MyStaffinfo Management console Company. MYOBNZ

Here you will see the tasks required to get the MyStaffinfo website up and running.
The process of circulating data between Exo Payroll and the MyStaffinfo website involves:
e selecting employees for inclusion onto the website
e configuring login accounts and access rights
e importing timesheet data into the Current Pay
e synchronising payroll information with website information.

The data circulation process is, by nature, task driven. Tasks should be performed in the order
specified, reading from top to bottom, out of the list of Common Tasks, e.g. select employees,
then select managers, and so on.

You can step through the various options by task:
Set up MyStaffinfo users
e Add/Remove employees as MyStaffinfo users (see page 5)
e Add/Remove payroll users as MyStaffinfo users (see page 7)
Set up managers and employee groups
e Select managers for MyStaffinfo (see page 11)
e Add/Remove MyStaffinfo employee groups (see page 14)
¢ Assign employees to employee groups (see page 16)

e Assign employee groups to managers (see page 17)



Management Console
Set up security for MyStaffinfo users
e Assign security settings to MyStaffinfo users (see page 20)
Synchronise your payroll information with the website
e Synchronise your payroll information with MyStaffinfo (see page 23)

Alternatively, you can step through the various options by layout:

Common Tasks (see page 4)

Leave Requests (see page 31)

Timesheet (see page 27)

Click the Exit task to return to the Exo Payroll main menu. Alternatively, click the Close P4 button at
the top right.

Common Tasks

The Common Tasks pane serves two purposes:
e When selecting a Common Task, the appropriate screen loads to the right of the Task pane
e A setof hyperlinks to a group of related tasks appears at bottom left

If you want to achieve an employee-related task and can't see a way to do so in the main screen
of the Management Console, look to the group of related tasks for more information. In this way
you can access the Employee and User Security maintenance forms directly from the console,
without having to exit to the main menu and navigate to those screens in Exo Payroll.

Employees

From the Common Tasks pane, click the Employees task. The Employee tasks open in the task
window on the right.

e MyStaffinfo Management Console =S iy =™
/{ Common Tasks @ @@ Employees
83 Employees
B ma Pick a task...
£} Security
= ) & Add / Remove employees as MyStaffinfo users
37 Preferences s
& Add / Remove payroll users as MyStaffinfo users
@ Synchronise
[@ exit

From this window, you can pick a task:

e Add/Remove employees as MyStaffinfo users (see page 5)
o Thisis where you select the employees whose information will be available in
MyStaffinfo
e Add/Remove payroll users as MyStaffinfo users (see page 7)
o Thisis where you select the users of the Exo Payroll system whose information will
be available on the MyStaffinfo website.
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Add/Remove employees as MyStaffinfo users

Common Tasks > Employees > Add/Remove employees as MyStaffinfo users

This is the first task in the Employees group, and is where you select the employees whose
information will be available on MyStaffinfo. Any employee who is not selected for inclusion will
not be provided a login account to the website. Similarly, any employee who is not selected for
inclusion cannot be accorded "Manager (see page 10)" status.

s MyStaffinfo Management Consale = o ==
; :I.'-'[ Comon T2k Auailable employees: Salected employees:
B Employees Duplicate Emal Address - Andrews, Thomas Harkis Gles, Harrisen Belf :l
; i Dupbcate Emad Address - George, Thomas Russe Helary, Matthew Martn
& Managers teo Erad Addres - Tate, Bernard Cedvic Houghton, Jannet Faye
£ Securty Jackeon, Wilkam Duncan Karuts, Rebison Hery
Walace, Edward lames - Smuth, Sandka Obee
0§ ereferences M Watsen, kady May
@ synchronise Keating, Karl Advian
-3
@ = J
] <]
e Leave Requests g
i Download .ﬁl
BB Timecheet
2 Templates
] Batchas
¥+ Download
I Import inta Payrell
(4 Edn Selected Employes R save | 8 concel | [= ea |
| Add I Remove employees as MyStaminfo users |company: 62 |

Available employees
To move an employee/s from the Available window to the Selected window:
e select the employee(s) and then click the [>] button
e click the [>>] button (this will assign all employees) - use this button with caution

o select the employee(s) and drag the selection to the Selected employees window.

NOTE: If an employee cannot be moved, it's because they have details missing.

Selected employees

To move an employee/s from the Selected window to the Available window:
e select the employee/s and then click the [<] button
e click the [<<] button (this will remove all employees) - use this button with caution
e select the employee/s and drag the selection to the Available employees window.

TIP: To select more than one employee for inclusion or removal, hold down the CTRL key
while selecting employees. To select a group, click on the first employee name then
hold down the Shift key and click a name further down the list. A combination of

these methods can be used, just remember to hold down CTRL when selecting
more, otherwise your selection will be lost.




Management Console
Once finished, click the Save button to commit your changes to the selected employees list.
Click Cancel to discard your changes.

Click the Exit button to return to the Management Console.

NOTE: if you have made any changes, the Exit button will be unavailable until you save or

cancel your changes.

Edit Selected Employee

Some employees cannot be moved to the selected employees side of the list. If this is the case,
the employee details are incomplete. The most likely cause is that there is a required field for the
current employee that is either empty or whose value is being used by another employee. To
correct this, you can highlight the employee in question and click the Edit Selected Employee
button.

[ Employes Maintenance

Employee Details | Leave Enfiflements | Other | UserDefined | Motes | StandardPay
Fequirad Information | ~Tewx Classification -
Code: [ ¢ TEN:  [riztizion FTE [ 0
Surnarme: [ncirews ]Standard Employes j
FirstMames: [Thomas Harley
Alpha Code: W edicare Exemption: |None ~| Scale 7
Start Date: W ¥ Claim Tax Free Thrashold [ Leave Loading
Cost Canire: IW J Sy Accounts
Departraent: [—EJ Accounts [ Eamings are Mot Liable for Payroll Tax
Fay Frequency: | Yeekhy | WWorkCowver | 3498 _l I¥ UsewiokCover 1ate
Payslip Marme: |Tom Andrews [ hale ~| [Farttime  ~]

Address Line 1: [4071 High Street
Address Line 2: |

b Fennith [nge L‘ ]Pe;manem EI

Stats: NSW | PostCode:[2750 Hours Per Fay Period: [ 2400
Couny: wstralia [ Propristor
Telephaone:  [(02) 9933 447 Birth Date: 17201877 Age 341
Mokile: I DueBackDate: [;/7
Occupation:  |Accounts Clark Annual Peview: |77

[~ Apprentice

| 4=Prw:FF| E}Nem:r'a| 8] Find: F3 I %Sawe:ﬁﬂ @Delete:FE| [= £aEsc

Press Save or F10 to commit your changes to the Employee Maintenance screen.
Employee Maintenance Buttons

Prev: F7 / Next : F8 - Use these keys to scroll through employee records, as the button names
imply: Previous or Next.
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Find : F9 - Clicking this button or pressing F9 opens the Employee search window:

== Employee £X
Enter Employee Code or Alpha Code:

Find: F3 | [= Exit:Esc

Enter the Employee Code or Alpha Code to search for. Press F9 again to search for this employee
or press ESC or the Exit button to cancel the search.

Save : F10 - Once finished, click the Save button to commit your changes to the selected
employee.

Delete : F6- Delete the current employee. This is only available if the Employee Details tab is
selected.

Exit : Esc - Click to return to the Management Console.
Add/Remove payroll users as MyStafflnfo users

Common Tasks > Employees > Add/Remove payroll users as MyStaffinfo users

This is the second task in the Employees group, and is where you select the users of the Exo
Payroll system whose information will be available on the MyStaffinfo website (see page 35). Any
user who is not selected for inclusion will not be provided a login account to the website. Similarly,
any user who is not selected for inclusion cannot be accorded "Manager" status (see page 10).

fi=

v yStadfinfo Mansgement Cansale == Fof|~%=

"r[ Commeon Tasks

Available payroll users: Salected payroll users:
A Admin LI

B Employees

& mManagers
& Securty

0§ Preferences
@ synchronise
@ et >3

-
ehee Leave Requests o

2 Download

18] [[&] =] =

<<

Templates
Batches

Download

g
B
4
H

Import into Payroll

= =
|d_:4_’r Edit Selected Payroll User % Save ] x Cancel | E Ext |

:."'-ﬂd ! Reernowve payeddl users as MyStaflnfo users Company. G2




Management Console
Available payroll users
To move a user from the Available window to the Selected window:
e select the user and then click the [>] button
e click the [>>] button (this will assign all users)

e select the user and drag the selection to the Selected payroll users window.

NOTE: If a user cannot be moved, it's because they have details missing.

Selected payroll users
To move a user from the Selected window to the Available window:
e select the user and then click the [<] button
o click the [<<] button (this will remove all users)
e select the user and drag the selection to the Available payroll users window.

TIP: To select more than one employee for inclusion or removal, hold down the CTRL key
while selecting employees. To select a group, click on the first employee name then
hold down the Shift key and click a name further down the list. A combination of
these methods can be used, just remember to hold down CTRL when selecting
more, otherwise your selection will be lost.

Once finished, click the Save button to commit your changes to the selected payroll users list.
Click Cancel to discard your changes.
Click the Exit button to return to the management console.

NOTE: if you have made any changes, the Exit button will be unavailable until you save or

cancel your changes.
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Edit Selected Payroll User

Some users cannot be moved to the selected side of the mover-list. The most likely cause is that
there is a required field for the current user that is either empty or whose value is being used by
another user. To correct this, you can highlight the user in question and click the Edit Selected
Payroll User button.

Enter the desired User Code and press the tab key to view the user's details.

Eao ser Security E3
Details Access Righls

Llzer Codle: A,

Llzer Marme; |a'~.d-nin
Fassword: AL
Diefault Application: | EX0 Payrall M

E-mail Addiess: |

¥ Show Reminders when entering compary

& sc-w-;.Fm| K concel | B oetere -|;| [= Exi:.E:-;|

| R

In this example, the required fix is to enter a unique password for the user.
Find : F9 - Clicking this button opens a picklist to search for users.

Save : F10 - Once finished, click the Save button to commit your changes.
Cancel - Click to discard your changes.

Delete : F6 - Delete the selected payroll user from the system.

Exit : Esc - Click to return to the management console.



Management Console
Managers

From the Common Tasks pane, click the Manager task. The Manager tasks are listed.

e MyStaffinfo Management Console == EoH o)

T

Y/ Common Tasks @ {‘; Managers

83 Employees

@ managers Pick a task...
& Secunty i
5 pref & Select managers for MyStaffinfo
" Preferences
& Add / Remove MyStaffinfo employee groups
@ synchronise %
¥ Assign employees to employee groups
@ exit 9 ploy! ployee group:

- & Assign employee groups to managers
shes Leave Requests

Select managers for MyStaffinfo (see page 11)

e This is where you select the employees who are to be granted Manager status.

Add/Remove MyStaffinfo employee groups (see page 14)

e This is where you define employee groups, names for sets of your employees, so
that each employee group can be allocated to a manager.

Assign employees to employee groups (see page 16)

e This is where you classify employees into the predefined employee groups.

Assign employee groups to managers (see page 17)

e This is where you match employee groups with managers. A manager may preside
over more than one employee group.

NOTE: When setting up MyStaffinfo for the first time, we recommend following the

sequence above. This is necessary as each step is a prerequisite of the next.

10



MYOB MyStaffinfo

Relationships

The diagram below provides an example of how you could assign staff to groups and then assign
these staff groups to the relevant managers.

Cust Support 1

Cust Support 2

Tech writer

Cust Support 2
Developer 4 Analyst

11



Management Console
Select managers for MyStaffinfo
Common Tasks > Managers > Select managers for MyStaffinfo

This is the first task in the Managers group, and is where you select the employees who are to be
granted "Manager" status.

|
tx | WyStafflnfo Management Consale = oh ===
ﬁ'ﬁ'[ "Common Tasks Ayailable managers: Salected managers:
B Employees Gles, Harmison Relf - Hllary, Matthew Martn L[
; , i Houghton, lannet Faye Senth, Sandra Olwe
& managers Karusa, Rebsnson Herey
I Security kealing, Karl Adrian
Watson, Judy May
0§ preferences
@ synchronise
>3
B Exit

eies Leave Requests g
'E Download Y

[E] [2] ] [=

Timesheet

2 Templates

E Batches

'2 Download

H Importinto Payroll

i £t SelctedManage: R save | K Concel | [= e |

| select managers for MyStamnfo |company: 62 |

Employees who are marked as managers have the extra ability to review and amend data for
several employees, i.e. their subordinates, across the Internet - this is in addition to reviewing their
own personal data.

For example, a Manager can:
e Review, amend and approve timesheet transactions
¢ Receive, approve and/or decline Leave Requests
e Review contact details

Points to note:

e A manager is limited to seeing data only for the employees that have been assigned to an
employee group

e A manager may be responsible for more than one employee group

¢ A manager is limited to seeing data only for the employee group(s) that he or she been
assigned to

e Employees who are not marked as managers cannot be allocated employee groups.

12
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Adding or Removing Managers

Available managers

To move a manager from the Available window to the Selected window:
e select the manager and then click the [>] button
e click the [>>] button (this will assign all managers)

e select the manager and drag the selection to the Selected managers window.

NOTE: If a manager cannot be moved, it's because they have details missing.
Selected managers
To move a manager from the Selected window to the Available window, you can:
e select the manager and then click the [<] button
e click the [<<] button (this will remove all managers)
e select the manager and drag the selection to the Available managers window.

TIP: To select more than one employee for inclusion or removal, hold down the CTRL key
while selecting employees. To select a group, click on the first employee name then
hold down the Shift key and click a name further down the list. A combination of
these methods can be used, just remember to hold down CTRL when selecting
more, otherwise your selection will be lost.

Once finished, click the Save button to commit your changes to the selected payroll users list.
Click Cancel to discard your changes.
Click the Exit button to return to the management console.

NOTE: if you have made any changes, the Exit button will be unavailable until you save or

cancel your changes.

13



Edit Selected Manager

Some managers cannot be moved to the Selected side of the mover-list. The most likely cause is
that there is a required field for the current manager that is either empty or whose value is being
used by another. To correct this, you can highlight the manager in question, and then click the

Edit Selected Manager button.

Management Console

f

Employes Maintenance

Employee Details | Leave Enfiflements | Other | UserDefined | Motes | StandardPay

i~ Bequirad Information

i| = Tex Classificalion -

TER: 121121 FTE [ 0

| Standard Employes j

tedicare Exemption: IN::nnn:e *| Seale ¥

¥ Claim Tex Fres Thrashold [ Leawve Loading

[ Eamings are Mot Liable for Payroll Tax

Code: | 2
Surnarme: |.aln-:!|9ws
FirstMames: [Thomas Harley
Alpha Code: |.ﬁ.N DREYYS
Star Date: 02/01/1993
CostCentre: | 2210 . |NSwitcoounts
Department | ¢ J Accounts
Pay Frequency: | Weelkby |

WorkCover| 3498 _] [¥ UsewioekCover 13te

Fayslp Mame: |Tom Andiews
Address Line 1: [4071 High Street
Address Line 2: |

Suburk: Fenrith

State: NEw -] PestCode:[2750
Countiy: wistralia

Telephons: |f02:| 0933 447

rokile: |

Cecupation: Laccounts Clerk

[~ Apprentice

|M8IE: L] |Paﬂ~1ime j
[nge L] ]Pe;manem E[
Hours Fer Fay Feriod: IW

[~ Propristor
Birth Date: 17201877 Age 341
Due Back Date; |;,n'7
Annual Peview: | i

| 4=Preu':FF| #Neﬂ:ml @Fmd-ﬁ

I %Save:F1G| @Delebe:FE| EE:-:Q:ES\:'

Click Save or press F10 to commit your changes.

14
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Add/Remove MyStaffInfo employee groups

Common Tasks > Managers > Add/Remove MyStaffinfo employee groups

| WyStafflnfo Management Console —
s':..:['"[ ‘Commeon Tasks g Puzilable groups:
83 Employees Administration 5
& managers All Employees
) Sales
£ Security

0§ preferences
& synchronise

[@ Exit

RS Leave Requests g
‘2 Download

| - pre————

B Templates

B Batches
4 Download
H Import inta Payrol
=]
GO T |
ot | Fia | Eoeee | Mhsee | Boww| Bea |
| Add | Riemove MyStafinfo employee groups |company 62 |

The second task in the Managers group and where you define names for sets of your employees,
so that each employee group can be allocated to a manager. Note that only managers can
approve timesheet entries. In addition this restricts managers from seeing timesheet entries for
employees not in their team, which is recommended. The employee group should be given a
meaningful name, typically after the manager, branch or department.

By default, MyStaffinfo provides one group, e.g. "All Employees”. In this arrangement, one
Manager reviews the website data for all of the employees in the payroll company. See the
relationships (see page 10) block diagram for an overview of this.

However, when defining employee groups for larger companies, you will need to consider
individuals responsible for reviewing timesheets. For example, if your company has six
departments, a suitable arrangement may be to create six managers and six employee groups,
with one group allocated to each manager. Using this principle, managers will only see website
data for employees that they preside over.

NOTE: You may elect to use a combination of both methods — for example, via the "All
Employees" employee group, a general manager or payroll clerk (who is marked as a

manager) may be able to approve timesheet entries if the designated manager is not
present on payday.

Group Name
This is where you would enter a meaningful name for the employee group.

Add Click the Add button to create a new employee group — the cursor will be placed into the
Group Name field. Once you have entered the name, click the Save button to confirm your
changes.

15



Management Console

Edit Click the Edit button to alter the name of an existing employee group. Once you have keyed
over the name, click the Save button to confirm your changes.

Delete Click the Edit button to remove a group permanently.
Save Click the Save button to confirm an Add or Edit operation.

Cancel Click the Cancel button to revert an Add or Edit operation, i.e. revert back to the original
group name.

Exit Click the Exit button to return to the Managers task list.
Assign employees to employee groups
Common Tasks > Manager > Assign employees to employee groups

This is the third task in the Managers group, and is where you classify employees into employee
groups. An employee may appear in more than one employee group.

NOTE: Managers should not be members of any group that they manage. This will

interfere with the security settings that affect managers' ability to edit group
members' details.

[ x| MyStaffinfo Management Console [:@E
s-:-.:['"[ .Commnn Tasks = Gros Sales j
4 Employee: _
_Ei e Available users: Selected users:
Managers
B a Fillary, Matthew Martin a] Gios, Harrioon Relf &
& Secunty Houghton, Jannct Faye Keating, Karl Adrian
0§ preferences Kanssa, Rebinson Henry Smth, Sandra e

Watsen, Judy May
@ synchronise

[@ Ewxit

; >
eies Leave Requests g

¥ Download

2] |[=] [E] ]

B¢ Timesheet

€€
B Templates

] Batchas

i Download

I Import inta Payrell

= =
(54 Edt Selected User B | Rowen | FEew |

| Assign employees to employee groups |company: 62 |

Group Ensure that you have the correct group, before attempting to select employees for that
group. The mover list will not be enabled until you have selected a group for which to perform
maintenance.

Available users

To move a user from the Available window to the Selected users window:
e select the user and then click the [>] button
e click the [>>] button (this will assign all users)

e select the user and drag the selection to the Selected users window.

16
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Selected users

To move a user from the Selected users window to the Available users window:
e select the user and then click the [<] button
e click the [<<] button (this will assign all users)
e select the user and drag the selection to the Available users window.

TIP: To select more than one employee for inclusion or removal, hold down the CTRL key
while selecting employees. To select a group, click on the first employee name then

hold down the Shift key and click a name further down the list. A combination of
these methods can be used, just remember to hold down CTRL when selecting
more, otherwise your selection will be lost.

Once finished, click the Save button to commit your changes to the selected users list.
Click Cancel to discard your changes.

Click the Exit button to return to the management console.

Edit Selected User

Some users cannot be moved to the Selected side of the mover-list. The most likely cause is that
there is a required field for the current user that is either empty or whose value is being used by
another user. To correct this, you can highlight the user in question, and then click the Edit
Selected User button.

Emplayes Maintenance

Employee Details | Leave Entiflements | Other | UserDefned | Notes || StandardPay

Feaquirad Infarmation |/ Tewe Classification
Code: I 2 TER:  [i1z1izton FTBE [ 0
Surmname: [sncirews ] Sandard Employes j
First Mames:  [Thormas Harley
Alpha Code: [FHDREWS Medicare Exerption: |MNone *| Scale?
Start Date: m ¥ Claim Tax Fres Threshald [ Leave Loading
Cost Canire: IWJ Sy Accounts
Departraent: [_E'J Accounts [ Eamings are Mot Liable for Payroll Tax
Fay Freguency: | YWeeskly j WDrkCOvEH| 3495 _| [¥ UsewioekCover 1ate
Payslip Marme: |Tom Andrews [ hale | ]paﬂ.ﬁme |

Address Line 1: |4I11 High Street
Address Line 2: |

Suburb: Fennih [Wage EI ]F‘ennansm EI

State: Niw -] PostCode:[2750 | | Howrs PerPay Period: [ 2400

Country: wstralia [ Prapristar
Telephone:  [{02) 5933 447 Birth Date: [2171201377  Age: 341
hohile: | Oue BackDate: | 7

Occupation:  |Accounts Clark Annual Feview: |17

[~ Apprentice

| &= Prav: F7 | =P Hewa: F8 |igﬁnd-F9 | (e Save: F10 Delel:e:FE| EE:-:E:ES\’:'

Press Save or F10 to commit your changes to the Employee Maintenance screen.

17
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Assign employee groups to managers
Common Tasks > Manager > Assign employee groups to managers

This is the fourth Task in the Managers Group, and is where you match employee groups with
managers. A manager may preside over more than one employee group.

| = Kyatafflnfo Management Consale @E
.:":I.-'[ R i Manager: | Hillary, Mattnew Martin =
3 Employees
_ﬁi mployees Available groups: Salected groups:
Managers
ﬁ a Al Employees j Adminsstration d
£ Secunty Sales

0§ preferences
@ synchronise

@ Exit

>

== Leave Requests g
i Download

FErz: Timesheet

2] |[2] [E] ]

€L
2 Templates

] Batchas
i Download
H Importinto Payroll

= =]
‘ Save | x Cancel | | E: Ext

| Assign employee groups to managers |company: 62 |

Manager Ensure that you have the correct manager before attempting to select groups for that
manager. The mover-list will not be enabled until you have selected a manager for which to
perform maintenance.

Available groups
To move a group from the Available window to the Selected window:
e select the group and then click the [>] button
e click the [>>] button (this will assign all users) - use this button with caution
e select the group and drag the selection to the Selected groups window.
Selected groups
To move a group from the Selected window to the Available window:
e select the group and then click the [<] button
e click the [<<] button (this will assign all users) - use this button with caution
e select the group and drag the selection to the Available groups window.

TIP: To select more than one employee for inclusion or removal, hold down the CTRL key
while selecting employees. To select a group, click on the first employee name then
hold down the Shift key and click a name further down the list. A combination of

these methods can be used, just remember to hold down CTRL when selecting
more, otherwise your selection will be lost.

18
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Once finished, click the Save button to commit your changes to the selected mover list.
Click Cancel to discard your changes.

Click the Exit button to return to the management console.

Security

Overview

MYOB MyStaffinfo provides extensive controls over what the employee is permitted and is not
permitted to see, via the "tree view" at right. Check or uncheck boxes in the tree view to grant or
prevent the viewing components on the website.

The assignment of security options is task-driven. The recommended course of action is to:

e Grant access to commonly used components, to all users at once, taking special care to
ensure that restricted items are not selected.

e Tailor specific access requirements to individual users as necessary, refining the lists of
previously-ticked components from a), one employee at a time.

e If you want to define access rights for Users of the system who are not payroll employees
of the Payroll Company in question, you can also elect options either globally or
individually, for user-based logins, without altering the access rights for employee-based
logins.

Tree View

User security is laid out by means of a "tree view" which lists all possible security options relating to
the MyStaffinfo website (see page 35). Click the box next to an item with £l symbols to enable or
disable access to that item. Click the box next to the &3 symbols to enable or disable access to all
items of that category. Click the El or Bl symbols to hide or show all items in that category.

Where a # icon appears, it means that the folder icon will be closed and that there are branches
underneath the current branch which are not currently visible. For example, here is a fully
collapsed tree view:

- [0 MyStaffinfo Core

-3 MyStaffinfo Employes Messaging
-2 MyStaffinfo Leave Management
- [23 MyStaffinfo Payslips

- [C3 MyStaffinfo Reporting

- 23 MyStaffinfo Timesheets

To expand the tree view and see the hidden components, click the H icon:

L:.| ﬁ MyStaffinfo Core

E-[2] Contact Details

I:I Locator Board

[~ (23 Phone List
-3 MyStaffinfo Employee Messaging
-3 Mystaffinfo Leave Management
- (23 MyStaffinfo Payslips
-3 Mystaffinfo Reporting
- [23 MyStaffinfo Timesheets

To collapse the tree view, click the = icon.
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All

This will automatically place ticks in every possible component of MyStaffinfo, thus granting the
user full access to all areas. The user will be able to see all of their personal information plus all of
the general company information.

None

This will automatically remove ticks in from every possible component of MyStaffinfo, thus
declining the employee/user access to MyStaffinfo.

Assign security settings to MyStafflnfo users

Common Tasks > Security

From the Common Tasks pane, click the Security task. The Security allocation controls open.
Assign security to the selected users

This is the first option that is accessible from the options list. Highlight the desired user, then tick
the appropriate boxes at right to grant or deny access rights (see page 19) to that user,
remembering to click the Save button to confirm your changes. You will then be able to highlight
each user in succession, and appoint access rights. Take care to examine the contents of all
relevant page tabs.

e MyStaffinfo Management Cansale E== R ==
.:"ll.'-'[ LT i Assign security to selected users:
81 Employees (= The selected user € Everyone Al employees ¢ All managers Al Hene
@& Managers - -
_ Gilas, Hamison Relf B} 423 MyStaffinfo Core
£ Security Hillary, Matthew Martin | E-E3 contact Detais
Ef preferences Howughton, Jannet Faye E-E317 view Contact Detais

@ Synchronise Karuzo, Robinson Henry
Keating, Kae Adrian

[@ et Smith, Sandea Clive

‘Walson, Judy May

i BT hange Persanal Infeemation
i AT changes Personal Bankng Information
I-f-l EJJ_ Wiew Group Contact Detals
{ B change Group Contact Details
E- 307 view User-Defined Information
| — [E11” change User-Defined Information
| E-C3 Locater Beard
B0 phane List
* [ 20 MyStaffinfe Decumenls
E Batches i1~ [Z7) MyStaffinfo Emphoyes Memsaging
B Download Iil (23 MyStaffinfo Leave Management
. i1 (73 MyStaffinfo Faysis
B (23 myStaffinio feporting
B1- (23 MyStaffina Tmesheets

SSE Loave Requests g
'2 Download

BEEE Timesheet

@ Templates

H Import into Payroll

i 5o | X caca | E Est |

| security |company: 62 |

Assign security to everyone

This is the second option that is accessible from the options list at top centre. Selecting this option
will result in an index of all users (meaning both payroll users and employees) to appear below the
options list.

NOTE: As this is a "global" change to the access rights for users, regardless of their status,

we recommend assigning these rights first then moving onto the group rights, all
employers and all managers, then lastly onto individual rights.

Tick the appropriate boxes at right to assign the same access rights (see page 19) to all users. Click
the Save button to confirm your changes.
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Assign security to all employees

This is the third option that is accessible from the options list at top centre. Selecting this option will
cause your payroll employees to appear, below the options list.

Tick the appropriate boxes at right, in order to appoint the same access rights (see page 19) to all
employees. Then click the Save button to confirm your changes.

Assign security to all managers

This is the fourth option that is accessible from the options list at top centre. Selecting this option
will cause your managers to appear below the options list.

Tick the appropriate boxes at right, in order to appoint the same access rights (see page 19) to all
managers. Then click the Save button to confirm your changes.

Once finished, click the Save button to commit your changes to the tick-boxes.
Click Cancel to discard your changes.

Click the Exit button to return to the Management Console.

Preferences

Common Tasks > Preferences

This screen contains customisation options relating to the MyStaffinfo website (see page 35). From
the Common Tasks pane, select the Preferences task.

F—

|1 == " MyStaffinfo Management Console =@ I@
Y/ Common Tasks & m Preferences
i)

83 Employees
B manage Pick a task...
g3 Secunty

% ) & Select the payrolt users to receive reminder notes for leave requests
L7 Preferences .
S & Create a website administrator account

@ Synchronise X
e &> View / Edit the MyStaffinfo connection settings
L(ﬂ Ext d

o [v Check for product updates when application stars

eres Leave Requests

e Select the payroll users to receive reminder notes for leave requests (see page 21)

e The Payroll users who are assigned here will receive reminders whenever any
employee's leave requests have been approved by the appropriate manager via
the MyStaffinfo website.

e Create a website administrator account (see page 22)
e Use this option to create a website administrator account.
e View/Edit the MyStaffinfo connection settings (see page 22)

e These settings should only be altered under the direct guidance of the Help desk.
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Select the payroll users to receive reminder notes for leave requests

Common Tasks > Preferences > Select the payroll users to receive reminder notes for leave
requests

The Exo Payroll users who are assigned here will receive reminders whenever any employee's
leave requests have been approved by the appropriate manager via the MyStaffinfo website (see
page 35).

-

£is | MyStaffinfo Management Consale ||l =]
‘rr Common Tasks B Payroll users who receive reminder notes:
82 Employees 1. IP.I:Imin j
& Managers
: 2. |Payall Clerk -
ih Secunty
Of Preferences Hurber of days in advance to displyy the reminders:
@ synchronise T
[@ et
e
etex Leave Requests

Payroll users who receive reminder notes Select a first (and optionally, a second) user by clicking
on the respective list boxes.

Ideally, the person processing the leave request would be the person who is processing the
Current Pay, such a payroll clerk, or someone reporting to a payroll clerk.

Number of days in advance to display the reminders Generally for a weekly frequency, this would
be seven days.

Create a website administrator account
Common Tasks > Preferences > Create a website administrator account

From the Common Tasks pane, select the Preferences task. Select the Create a website
administrator account option.

-

| MyStaffinfo Management Cansale == ol ===

Create a website administrator account:

"E[ Common Tasks

B Employees User Mams [
& mManagers

] Password

il Securty

0§ Preferences

=

User Name Here you can provide the user name of an Administrator user who has access rights
to the Administrator functions pertaining to all of your payroll companies' information on the
website. This person does not necessarily have to be an employee or user of your Exo Payroll
system. This is useful when there are multiple companies established in Exo Payroll, and one
person is required to administer all companies in MyStaffinfo.

Password Enter the unique password, which must be entered with the email address, to
complete the administrator website login.
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View/Edit the MyStafflnfo connection settings
Common Tasks > Preferences > View/Edit the MyStaffinfo connection settings

From the Common Tasks pane, click the Preferences link. "View/Edit the MyStaffinfo connection
settings” is the third task on the list.

| MyStaffinfo Management Console ==y~

L7t

‘H .Common Tasks = Edit the MyStafflnfo configuration files:
|1 Employees {MyStafnfo] =
-e‘ Managess Version=2016.01

e 2 Semver=myslaffinfo.myob.com
£} Security FTPServer=

nHipPort=0

37 preferences Securelink=True
@ Synchronise nHipConnectType=0

2 cHitgProxyNames=
[@ ext cHillpProxyUserName=

cHllpProxyPassword=
ConnedTimeoul=10
UseCompression=Fzlse

Leave Requests n

£ Download PassiveFTP=False
nFtp&inary=1
CheckRegistration=checksiteregistration s —
Timesheet =
DownloadleaveRequests=downioadieaverequests s
[ﬁ Templates DowvnmioadTimeSheet=downloadtimesheels. si

UploadCostCentres=uploadcosicentres.si

8} Batches UploadReports=uploadreporls. si
& pownload UploadStaffzuploadstaff si
>y DownloadStaff=cownloadstaff si
I Importinto Payroll UploadMyGroups=uploagmygroups si
UploadMyManage=uploadmymanage si
UploadMyTeams=uploadMyTeams si
UploadMyPays=upioadmypays. si
HndnaWanaTunac—nnlnschuasnabmoc ¢ ;’
Ez Reset to default | ﬂ Save | x Cancel E Ext |
EVIOW / Edit the MyStaflinfo connection setlings |Company: 62

NOTE: These settings should only be altered under the direct guidance of the Helpdesk.

Proxy Servers

The Proxy settings in the MyStaffinfo connection settings allow connection via a proxy server; to
use MyStaffinfo with a proxy server, configure the settings as follows:

e nHttpConnectType — change to 3 (the default is O).

e CcHttpProxyName — enter the domain name or IP address of the proxy server, including the
port in use, e.g. servername:8080.

e cHttpProxyUserName — enter the username used to log in to the proxy server.

e cHttpProxyPassword — enter the password used to log in to the proxy server.

Synchronise

Common Tasks > Synchronise

After making changes to any settings in the Management Console, such as selecting, deselecting
or editing an employee, your data will have changed. This will require synchronisation between
Head Office and your website.
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From the Common Tasks pane, select the Synchronise task. The Synchronise screen appears. Click
Synchronise Now to download changes made on the website and upload any changes you have
made at in the Management Console.

(e | WyStatfinfo Management Consale [Ei -

& |IF Commen Tasks g & Downleading employee changes from website,
8 Employees & Downloading approved and cancelled leave requests from website.
i mManagers @  Checking sltareghl:ral:llm. i
B Security & Upkading employee information to website.

feon & Uploading user groups to website.

Gt prefe '_!“C_e& & Uploading employee groups to website.
@ synchronise & Uploading group managers to website.
[@ et &  Uploading timesheat batch information to website,

s & Upkading wage type information to website,

et Leave Requests m &  Uploadng cost centre information to website.
2 Download & Uploading allowance information to website.

BEIS Tinacheot E»  Uploading imported and cancelled leave information to website.

2 Templates

B Batch o 401 tasks have been completed successtully, =]
=i atcnes

¥ Download

I Import inta Payroll

| smchronise |company: 62 |

NOTE: If you are importing timesheet times from MyStaffinfo into Exo Time and
Attendance, you must always poll MyStaffinfo from Time and Attendance before

performing any synchronisation operations from the MyStaffinfo Management
Console.
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Leave Requests

Download Leave Request

Leave Requests > Download

If there is a [+] next to Leave Requests, click on the Leave Requests group to reveal the links
underneath it. The Download link is the first on the Leave Requests pane, and is where you
download all approved leave requests from the website in preparation for import into the Current
Pay.

He MyStaffinfo Management Console o[ ]
f"ﬁl[ ‘CommonTasks g & Downloading Accepted and Cancelled Leave Requests from the website.
8 Emplayees @ Uploading Cancelled Leave Requests to the website.
i mManagers
B Secunty

OF Preferences
@ Synchronise
@ et

eies Leave Requests g
'2 Download

B Timesheet
B Templates
E] Batches

= Download

o Al tasks have been complated successhdy,

H Import into Payrall

[= e |

| Download |company: 62 |

Click on the Download link to initiate the download process.
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New Requests

Leave Requests > New Requests

The New Requests task is where you can see the new leave requests which have been
downloaded from the website, and are awaiting import into the Current Pay.

e Leave Request Irmpert Wizard Elli

Availabla Open Pays:

[weeky Pay ending Friday 24 February 2017 |

Leave Requests; Requested Days: al Hone |

Leave Type | Emplayee Name | Day | Date Units | |Seleﬁed L_“_,
Tuesday |EENICIIN 7.60 Hours r_ |

&) Dot [# mpotseeced | [ et |

Available Open Pays

The Current Pay has to be open, in order for leave to be imported into it. Generally, this screen will
load with the correct Open Pay period already selected. The exception to this is if you run
concurrent Current pays with different pay frequencies. If that is the case, you will need to strictly
follow the correct sequence of events. For example, if you pay weekly waged employees and
monthly salaried employees, you will need to select the appropriate frequency, perform the
import, then select the next applicable frequency, and perform the import for that Current Pay.

Leave Requests

A list of permanent and casual employees, who have a paid on matching pay frequency, as set in
Payroll in their Open Employee screen, and who have approved leave requests that are awaiting
import, will appear in the left hand window. You can navigate to each employee by clicking on the
appropriate grid line or by using the up and down arrow keys.

Requested Days

Each day for which there is a related leave request will appear in the right hand window. Click on
each line in the grid at left, in order to see that employee's requested days in the right hand
window. Note that when the row that is highlighted at left changes, the window at right will
refresh to display the days for the newly selected employee.

Selected
Days which fall within the currently selected pay period will automatically be ticked by the system.

This is sufficient behaviour for most payroll operations.
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Days which fall before the currently selected pay period will automatically be unticked by the
system. Take care when ticking such days - look at the prior pay periods' Pay Sheets, and
determine what you did actually pay the employee for that day - you will want to avoid paying
the same employee for the same day twice.

Days which fall after the currently selected pay period will automatically be unticked by the
system. Take care when ticking such days, especially in a vacation situation. An employee may
elect to take a vacation that involves several weeks of leave. During the time that he or she is
away, the employee may express a desire to have all the leave paid at once, to cover for travel
expenses. You may elect to tick such days, but it is advisable that you make reminder notes for any
days of unpaid leave, plus what the employee should be paid in the forthcoming absent weeks,
plus what the employee should be paid on the first week back.

You will also need to ensure that should a public holiday pay fall on a day that would otherwise
be a working day, that the employee is paid public holiday leave and not holiday pay for that day,
and that the total paid holiday is extended by a day. Any days which fall into the next pay period
and not the current pay period, will be automatically ticked when the Open Current Pay is
updated and the next Current Pay is created.

Click the All button to confirm all Approved and Downloaded leave for import into the Current
Pay. You may want to arrow down through all of the employees individually, acknowledging the
days at right, and then click on the All button, rather than selecting all of the days for all of the
employees individually.

Click None to clear all selections.

Click Import Selected to import the selected leave transactions into the current pay - the results
can be tracked on the Leave Paid report.

Clicking Exit returns you to the Management Console.

Timesheet

Timesheets > Timesheet [+] (only if the timesheet panel is minimised)

MYOB MyStaffinfo supports full timesheet functionality, and allows any employee with a login to
key their own timesheets over the Internet. In addition, managers can enter timesheets for their
subordinates over the Internet.

Templates and Batches are created and named at the management console.

After a synchronise operation, the templates appear on the website, so that values may be keyed
for each day.

Default values representing the employees' roster are keyed into the template.

The pay period Batch is created at the management console, with Batch date serving as a cutoff
point for the current pay period.

After a second synchronise operation, the pays appear on the website, so that alterations to the
roster may be keyed for each day.

Timesheet entries contained in the pays are approved by the appropriate managers.

After a full pay period's compliment of days has been reached, a scan is performed on the
website, which extracts the units to pay for each transaction type and downloads them to an
archive on the Payroll computer.

The transaction archive is then imported into Payroll's current pay period.
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Templates

Timesheets > Template

-

£is | MyStaffinfo Management Consale =n Hoh| ===

'JI.I
.-:f-r Common Tasks Timesheet Templates:

81 Employees Template Name Status =]| Tempizte Hame

i g =

ﬁ, Managers —pen — |I2l3r.au | Template

£ Secunty

& ty Templale Stalus

0§ Preferences )

= Open Clased

@ synchronise L =

[@ et

etex Leave Requests g

2 Download

B Templates
E] Batches
2 Download =
H Import into Payroll
o cs | (F En | & pese| G oo | M see | ¥ oace| [Eoes |
| Templates Company: 62

The template is essentially the equivalent of the Standard Pay in Payroll. It contains the wages and
the allowances that each MyStaffinfo employee is expected/contracted to receive (in payment for
their regular pay period).

Templates can also be used for rostering purposes - you may elect to set up a template that
represents a particular work pattern or reoccurrence of start and finish times. You may then apply
the template to employee groups.

Click the Add button to create a new template or the Edit button to edit an existing one. The
Template Name and Template Status fields become active.

Template Name Enter the name of the template, as it will appear in the template list in the
timesheet on the website.

Status Only templates that have an "Open" status will be visible on the website. The status can be
altered at any time. For example, you may have a template for Christmas Pays, for which the
template status will remain "Closed" for most of the year. However, in December, the status can be
changed to "Open" so that the work patterns contained therein can be applied to the last batch of
the year.

Normally, at least one of your templates will have an "Open" status. Once you have completed
your template setup, you may elect to perform a synchronise operation (see page 23). Any new
open templates will immediately become visible on the website, meaning that you will be ready to
create default transactions in the new template.
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Copying Templates

Selecting an existing template and clicking the Copy button creates a new template with the same
properties as the selected one. Copied templates are named "Copy of <original template name>"
by default - this name can be edited by clicking the Edit button.

When a synchronise operation (see page 23) is performed, the copied template is uploaded to the
MyStaffinfo website, and is populated with all of the entries that have been set up for the
template it was copied from. After the initial synchronisation, the copied template can be edited
on the MyStaffinfo website as normal - it will not be affected by any subsequent changes to the
template it was originally copied from.

Setting up MyStaffinfo for Templates

There a number of configuration options available to set up the system for timesheets and
templates. Exactly how the system should be set up depends on the requirements of the
organisation and the processes you have in place around timesheets.

Access to the template functions is controlled by the following user security settings (see page 20):

e Manage Group Templates (Manager) — allows a manager to use the Templates page on
the MyStaffinfo website to edit all available templates.

e Manage My Template - allows a manager or employee to use the Templates page to edit
their own "My Template" template.

e Apply Group Templates (Manager) — allows a manager to apply a template to one or more
employees’ timesheets on the Enter Time page.

e Apply My Template — allows a manager or employee to apply their "My Template"
template to their own timesheet on the Enter Time page.

The appropriate settings for these options depends on the process you want to use for templates.
Example scenarios are discussed below.

Scenario 1 - Manager is responsible for all timesheets

In this scenario, a manager is responsible for all timesheet entry. The manager goes to the
Templates page to set up templates containing the expected hours for each group of employees,
and uses them to speed up data entry when entering employees' times on the Enter Times page.
Employees do not have access to the Timesheets pages of the MyStaffinfo website.

To enable this scenario, the following user security settings should be enabled (ticked) for the
manager(s) responsible for entering timesheets:

e Manage Group Templates (Manager)
e Apply Group Templates (Manager)

This gives the manager(s) access to the Timesheets page, and allows them to apply the templates
on the Enter Times page.

All security settings in the MyStaffinfo Timesheets category should be disabled for all employees,
so that they do not have access to any of the Timesheets pages.

Scenario 2 - Employees enter their own times

In this scenario, a manager sets up templates containing the expected hours for all employees.
Employees then use these templates when entering their own times.

For this scenario, the“Manage Group Templates (Manager) should be enabled (ticked) for the
manager(s) responsible for setting up templates. This gives the manager(s) access to the
Timesheets page, where they can set up all templates.
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To give employees access to the Enter Times page, enable the View Timesheet security setting,
and any/all of the following settings as appropriate:

e View Summary

e View Timesheet Entry
o View Wages Entry

e View Leave Entry

e View Allowances Entry
e View Other Entry

The Apply My Template security setting should be enabled for all employees who will be entering
their own times.

The Apply Group Templates (Manager) setting can also be enabled; this will mean that a manager
can use the templates they have set up to enter times on an employee’s behalf if necessary.

Scenario 3 - Employees enter their own times and templates

In this scenario, employees are fully empowered to enter their own timesheet information.
Employees set up their own personal templates and apply them when entering times to speed up
data entry.

To give employees access to the Templates page and their personal templates, the Manage My
Template security setting should be enabled (ticked) for all employees.

To give employees access to the Enter Times page, enable the View Timesheet security setting,
and any/all of the following settings as appropriate:

e View Summary

e View Timesheet Entry
o View Wages Entry

e View Leave Entry

e View Allowances Entry
e View Other Entry

To allow employees to apply their personal templates on the Enter Times page, enable the Apply
My Template security setting for all employees.

Note: If employees’ times do not change very much from pay period to pay period, the

Apply My Previous Pay option could also be enabled, to give users another method
of quickly entering times.

The Manage Group Templates (Manager) and Apply Group Templates (Manager) settings can
also be enabled for managers, to allow a manager to enter times on an employee’s behalf. The
manager will have access to each employee’s personal template, which they can use to enter
times for each employee.
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Batches

Timesheets > Batches

From the Timesheet pane, select the Batches task. The Timesheet Batches tasks appear.

i

m= MyStafflnfo Management Consale == ol ===

-'?‘r Commeon Tasks Timesheet Batches:

8 Employees Batch Mame BatchDate  |Status [=]] Batch Name

& Managers |

l. '5'_ vy minll 1

- sy Batch Starl Date

0§ preferences li

[ =
@ synchronise
@ Exit Batch Stalus

o T Open  C Closed

i Documents
[ Manage Documents

B Templates
E] Batches
2 Download
H Import into Payrall J
Ii Add | Q Edit | ra Diedete | ﬁ S ?,3 Cancel E Exit |
| Batches Company 52

In order to run the pay, an empty "live" batch is created. Users at the website need only to make
alterations to the batch when the "live" pay period contains a payment that differs from the normal
payroll activity.

For example, were there to be a day of paid or unpaid leave in a weekly pay period, the alteration
would be decrease the 40 waged hours to 32, and increase the leave hours to 8.

Click the Add button to proceed; the fields on the right become active.
Batch Name Enter a name for the batch.

Batch Start Date It is advisable to begin each pay period by creating a new batch. Specify the
start date of the new batch. By attaching dates to batches you will be able to differentiate
between past batches and present ones.

Batch Status Only batches that have an Open status will be visible on the website. The status can
be altered at any time. When a batch is closed, no batch entries can be added, edited, approved,
or declined - the batch is essentially "locked down" with the next obvious operation being to
download the transactions from the website. It is advisable to make all users aware of the deadline
for changes to the timesheet data — once the batch is closed they will no longer be able to see the
batch on the website to alter it.

31



Management Console

Download

Timesheets > Download

From the Timesheet pane, select the Download task. The Timesheet tasks appear.

-

re | MyStafflnfo Management Consale =N ol ==
.-‘-:Fr Common Tasks Available Timesheet Batchas
83 Employees Batch Mame !3:,“[;.“1[. |; Diale range to downlozd imesheels for:
& Managers Fraom [ I * [ Ta | i -
£ Secunty
- ! ™ Download imesheets zgain
0§ preferences
@ synchronise @ Download Now |
[@ et

e

etex Leave Requests g

2 Download

& Manage Documents

B Templates
E] Batches
&+ Download

H Import into Payrall

E: Ezt

| Dewrioad Company. 52

Available Timesheet Batches

Once the timesheet transactions have been entered at the website (either by the employee or
their manager), and have been approved (by their manager), the transactions will be ready for
retrieval and collation into a time transaction import file. The list of available batches will appear at
left.

Date range to download timesheets for Once a batch is selected, the transactions in that batch
may be partially or wholly downloaded. For example, if you want to download and import twice
weekly, and the batch start date for the weekly batch is Wednesday 16 May 2009, and today is
Saturday 19 May, you could elect to download and import for the dates of 16/05/2009 to
18/05/2009. When Wednesday 23 May arrives, you could then elect to download and import for
the rest of the pay period, i.e. 19/05/2009 to 22/05/2009.

Specifying dates to download means that you are setting distinct cut-off points for the beginning
and the end of the pay period. For example, if today is Friday 18 May 2009, and your pay week
ends on a Thursday, specifying a To date of 17/05/2009 ensures that no transactions for the
morning of Friday 18 May will end up in the Current Pay.

Type in the appropriate date range, from 1 day after your last pay period end date to the pay
period end date of your currently open pay. For a weekly pay, you will be looking at a date span
of 7 days, for a fortnightly pay, you will be looking at a date span of 14 days, and so forth.

Timesheet data may span across various dates and may belong to various pay frequencies. Here
you will need to be selective about which dates' weekly transactions belong in your currently open
weekly pay period, also which dates' fortnightly transactions belong in your currently open
fortnightly pay period, and so forth.
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You may want to simply download all of the transactions in the batch. If so, do not enter From or
To dates; just click the Download Now button to retrieve all transactions from the currently
selected batch.

Download timesheets again In preparation for the Import into Payroll (see page 33), you need to
have a full pay period's allocation of transactions. If you have previously downloaded for the
currently selected batch, and that download does not contain a full pay period of data, you have
the ability to re-download transactions from for the batch. A re-download will overwrite any prior
downloads for the batch.

Download Now

Highlight the appropriate batch (usually the most recently dated batch in the list) and click the
Download Now button to retrieve transactions from the website and collate the data into a time
transaction file.

Import into Payroll

Timesheets > Import into Payroll

From the Timesheets pane, select the Import into Payroll task.

-

tx | WyStafflnfo Management Consale == Eoh ===
Timeshaat Batchos
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Import into Payroll

This function imports the time transaction file into MYOB Exo Payroll.
Timesheet Batches

A list of recently downloaded Batches will be displayed here. Click the appropriate batch (usually
the Batch with the most recent date), then click the Import Now button to proceed.
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Import Now

Ensure that the Current pay period frequency and dates have been specified correctly, and that
the Current Pay Period is open.

i 1

2= Jmport Time Transactions £3 |

Fay Frequency:

Fay petiod end date: I'IE,-"I:I'I,-"EEI'IE

This function will impart wages and time-based
allowances for the current pay period.

[ mpor | = EHit:Escl

From the Import Time Transactions screen, click the Import button to proceed; you will be
prompted to make a backup, after which the new transactions will be imported into the Current
Pay.

NOTE: If you also use the Import Time Transactions functionality in MYOB Exo Payroll, a

window may appear asking you to select a file to import; if this happens, select
timetran.dbf and click Next to continue.

Delete

If the archived website data for a certain timesheet is no longer required, highlight the appropriate
timesheet archive and click the Delete button to remove the archive.
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Website Features

Before you get started with setting up your website, we suggest that you take the time to
familiarise yourself with the general structure and philosophy of the system. To access
MyStaffinfo, as with any Internet site, you need to have a currently open Internet connection,
along with an Internet browser program, such as Microsoft's Internet Explorer or Mozilla's Firefox.

The Internet address is https://mystaffinfo.myob.com; click on this link or type it into the address
field in your browser.

Website Sections

The MyStaffinfo website is divided into the following sections:

e Home (see page 37)

e |eave Management (see page 42)

e Employee Messaging (see page 51)

e Payslips (see page 55) & Reports (see page 56)
e Timesheets (see page 58)

e Administration (see page 75)

Each section is further divided up into tabs. The security settings (see page 19) configured for each
employee determine which sections and tabs are available to them.

Login
Your login details are required to access the key functions of MYOB MyStaffinfo.

Logging in to MyStaffinfo

You will need to obtain the login correct details from your website administrator or Payroll clerk to
log in to the secure website.

MyStaffinfo> myos

Company: | 586
User Name: | tom.andrews@myob.com

Password: | ses

Forgotten your password?

35


https://mystaffinfo.myob.com/

Website
Company

Enter your company number, as provided to you by MYOB upon purchase of your software. This
will be a combination of your Licence number and your payroll company number.

User Name

Enter your user name here.

= For payroll employees, this value is derived from the Email address field of the payroll's
Open Employee screen.

»= For payroll users, this value is derived from the Email address field of the payroll's User
Security screen.

= For website administrators, this value is derived from the Email address field of the website
administrator account, as stored in the Preferences section of the management console.

Password

Enter the matching password for the person whose login detail was entered in the previous field.
Click the login button to continue.

Changing your Password

We recommend that your user password be changed regularly. You can do this once you have
logged in by clicking the Change Password link at the top right of the screen. This takes you to the
Change Password screen:

MyStaffinfo- mys

j Home
MnEhbaR

Wallace, Edward James

Password Requirements:

Thoe: new password fmust:
= nat be the same as your old passwaord
m + gt b the Same as your el ar company rumbeeg
= be between 5 and 20 characters in length
use at least 1 letter
+ uEe al least 1 narmber

Mote that the new password will ooy affect reparts
generated alter the stall mie s synchromised, and any
reports generated hefore then will use the ald
passward.

Current Password

Before you can change your password, you must able to re-enter the password that you logged
in with. This is so that no-one else can change your password should the computer be left
unattended.

New Password

Enter your new password, provided that the password meets the requirements listed on-screen.

Confirm New Password

Confirm your new password, in case you mis-keyed it the first time.
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Click the Save button to permanently change your password. Note that any of your old payslip
reports that may be held on the website will not reflect this change. Old payslips will be encoded
with your old password, and any new payslips (pending a synchronise operation) will be encoded
with your new password.

Logging Out

Once you are logged in to the system, a Log Out button is available at the top right of the screen:

Welcome Wallace, Edward James | (=15 | Change Password | I

The Log Out button securely exits you from the website - be sure to use the Log Out button after
each data entry session, so that other users cannot use your open session or your cached web
pages to view your personal information.

Home

When you log in, your Internet browser will defaults to the Home section. The associated page
tabs for this section are:

e Dashboard (see page 37) - A Welcome page displaying important messages and quick links
to other pages.

o Contact Details (see page 38) - Displays employee's details, including personal and contact
details.

e Locator Board (see page 40) - Displays the current status/location of all employees.

e Phone List (see page 41) - Displays the phone numbers and email addresses of all
employees.

Dashboard

This is the default page tab for the Home section, and also for the website, once you have logged
in. This is essentially a Welcome screen providing a central list of incoming messages that would
normally be scattered around the website. You will automatically see links to any new messages
received since your last session.

MyStaffinfo» myss

37



This screen contains the following sections:

Website

The To Do section contains links to any messages waiting for you. These messages can be
new unread messages, new unread news items or new unprocessed leave requests.

The Quick Links section contains links to commonly used MyStaffinfo pages.

The Company News section displays any company-wide news messages that have been

sent.

Contact Details

NOTE: If there are no messages to display in a section, that section does not appear.

This tab displays data from your MYOB Exo Payroll software. The information is for employee
identification, such as contact telephone numbers, e-mail and address details. Tax code
information is read-only.

MyStafflnfo~ myc

|| R

ok

Persanal Information

Payslip Mama Tam Andeavas

Past Code: 00730

Banking Information

Bk Acdsunt: 005 EFE] GOGOLIET T

Field Definitions

The form fields are detailed in the table below:

Field Description

Group

General Infarmation

T Information

The group (see page 14) selector will only be visible for employees

who are also marked as Managers (see page 10). The default group
is named <My Details>. This particular group is not a true employee
group - itis merely a placeholder for managers to access their own
timesheets without having to first select the employee group to

which they themselves belong.

In the situation of the Manager being responsible for more than
one employee group, it is important that the correct group is
selected from the list box, so that in turn, the appropriate set of
employees in that group are accessible to match transactions

against. Take care to ensure that each group is activated in

succession — if you miss the selection of a group, you will also have
missed out all of the employees belonging to that group.
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Employee

General
Information

Surname
First Names
Alpha Code
Birth Date

Tax Information

Pay Frequency

TFN Number

Tax Scale

Start Date
Personal

Information

Payslip Name

Address

Suburb
City
Post Code

Telephone

Mobile

Email

Banking
Information

Account Number

This is the full name of the currently highlighted member of staff, and
indicates to the Manager that the timesheet being reviewed is for
one of their subordinates.

This is employee-specific information that can be read on
MyStaffinfo. This information cannot be altered in MyStaffinfo and
must be changed in MYOB Exo Payroll.

This employee's last name.

The employee's first and middle names.
This is the alpha code from Exo Payroll.
The employee's date of birth.

This is employee-specific income tax information that can be
viewed from the MyStaffinfo website. This information cannot be
altered in MyStaffinfo and must be changed in MYOB Exo Payroll.

This indicates how often the employee is paid, and therefore taxed.

The employee's unique Tax File Number as provided by the
Australian Taxation Office for PAYE tracking purposes.

This is the employee's tax rate from Exo Payroll.

The date at which this employee commenced their current term of
employment with the company.

This information can be maintained and updated via the website.

When printing a payslip, MYOB Exo Payroll will print the
employee's surname, followed by the employee's first name(s). If
you wish a different name to appear on the payslip, enter this here.
It is recommended to incorporate a surname.

Enter the street name and number, pertaining to the employee's
residential address.

Enter the employee's suburb of residence.
Enter the employee's city or town of residence.

Enter the postal code, pertaining to the employee's residential
address.

Enter the employee's contact telephone number.

This is the number of the employee's cellular telephone, i.e. mobile
phone.

This is the employee's email address. This is also the employee's
primary login to the MyStaffinfo website.

The employee bank account number is entered and updated here
for salary purposes.

Enter the bank account number here in the format specified. This is
the bank account number where their pay will be deposited /
transferred.
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User-Defined These are extra pieces of information that can be recorded against
Information an employee.

Logical This is a Logical field, meaning that ticked = True, unticked = False.
Text This is a character field, meaning that it stores a string of text.

Updating Information

If you make a change in the Contact Details screen, click the Update button in the relevant section
to update the MyStaffinfo Head Office and Exo Payroll records permanently.

Locator Board

This tab will show the user the specific whereabouts of an employee. This is useful if that
employee needs to be contacted quickly as the best method of contact will be listed here. The
contents of the locator board can also be printed out, as a standard operating procedure in the
case of an evacuation.

In other words, the Locator Board serves as a quick reference for finding out whether employees
are:

e On the work premises

e Absent from the work premises
e Atlunch

e Onleave

MyStaffinfo~ mys

Your Location

Mame Statum Do Eack Hotos

Wallace, Edward Jamaz In b

Colleague Locations

Paene Shalus Dhee Bach Holes

Group The group selector will only be visible for employees who are also marked as Managers.
The default group is named <My Details>. This particular group is not a true employee group - it is
merely a place holder for managers to access their own locator status without having to first select
the employee group to which they themselves belong.

Employee The employee selector and navigational arrows will only be visible for employees who
are also marked as Managers. This is the full name of the currently highlighted member of staff,
and indicates to the Managers that the locator status being reviewed is for one of their
subordinates.
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Name Each name is a hyperlink that, when clicked, takes you to the Send Messages screen (see
page 52). The Send To box will be pre-populated with this person's name.

Status: This is the employee's last allocated status. To alter the current status, select one of the
following:

e In

e Out

e Lunch
e Holiday
e Sick

NOTE: The list of status options is customisable, so it may not contain all of the options

listed above.

Due Back If the employee is on leave or out, you can optionally set a future date and/or time
when the employee is due back. This will automatically be changed back to "In" status on their
return.

NOTE: The Due Back fields are only available for certain status options.

Notes Here you can add extra comments relating to the employee's current attendance status.

Once you have made your changes, click the Save Changes button. Your new status will be visible
to all other MyStaffinfo employees.

Printing a Status Report

Click the Print button to display a standard print dialog, which will allows you to print out a
location status report.

Phone List

The Phone List tab serves as a quick reference for identifying and contacting staff via telephone or
email should they be unable to check the Inbox at MyStaffinfo.

Waleames Wallace, [dward Jamez | B | L0 1
MyStaffinfo - myes —
Homa Leave Management | Employese Massaging | Payshps & Reports | Timesheats
Dashbeard Conlad Dothils Lacator Board vy I,
-
Phome List
Mame || Extornal Dmad | Phane | | Mehile |
Andrews, Thomas Mardey 2 T02-6907
oo g, Thoemas Rusdell Z3I6-2ETA
Giloz, Hamizon Rald 1323-dDnd
Hillgry, Hatthaw Martin FZGERET
Hewghtan, Jannat Faya 3 236~ 2E0T
lacksan, Wiliam Duncan TIG-FRTS
Kafude, Rebindan Hanry 123-43567
Eaatireg, Karl Adrian ZAG-EIAT
Sanith, Sardie Chive 4 ZE9-3E74
Tate, Bomnard Cadric 1RG0
Wallaos, Edvward James i ZIE-E08T
Wakzen, Judy May 12 SLAY
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Form field definitions

The details of this web page form are detailed in the table below:

Field Description

Group The group (see page 14) selector will only be visible for employees who are

also marked as Managers (see page 10). The default group is named <My
Details>. This particular group is not a true employee group - it is merely a
placeholder for managers to access their own timesheets without having to
first select the employee group to which they themselves belong.

In the situation of the Manager being responsible for more than one
employee group, it is important that the correct group is selected from the
list box, so that in turn, the appropriate set of employees in that group are
accessible to match transactions against. Take care to ensure that each
group is activated in succession — if you miss the selection of a group, you
will also have missed out all of the employees belonging to that group.

Details

Name The employee's full name will be displayed here.

External The employee's public Internet email address will be displayed here. Click

Mail the link to open your Internet email program. By using Internet email you
have the added advantage of being able to send file attachments.

Phone The employee's contact telephone number will be displayed here if desired.
This is security-controlled for privacy. By default, phone numbers will be
masked, unless the employee has marked as being allowed to view them, in
the Head Office User Security screen.

Mobile The employee's cellular telephone number will be displayed here.

Printing the Phone List

Click the Print button to display a standard print dialog, which will allow you to print the phone list
to the printer of your choice.

Leave Management

This tab provides mechanisms for making your own leave requests, and provided that you have
"Manager" status, processing other employee's leave requests.

The associated page tabs for this section are:

Leave Balances (see page 43) - A reference to the current balance of leave available for
each leave type.

Leave Calendar (see page 43) - A read-only summary of the leave requests for all types of
leave.

Make Leave Request (see page 44) - Allows you to request a period of leave, and then
forward the request for approval to the manager.

My Leave Requests (see page 47) - Concerns requests that you have made to your
manager.

Manage Leave Requests (see page 48) - A utility for managers where leave requests can
be approved, subject to considerations such as eligibility, entitlement dates, and the
current balance of leave. Leave requests can also be declined or deleted.

42



MYOB MyStaffinfo
Leave Balances

This tab provides a reference to the current balance of leave available for each leave type. In other
words, to determine if the employee has enough leave entitlement to cover the period they wiill

be away from work.

The horizontal row of buttons running from left to right provide access to the current balance for

each of the basic leave types:

MyStaffinfos mes

Leave Managemeant

Lesve Balances Laave Calendar

Apply For Rodtared Gay GFf

Employes Massaging J

Hake Leave Request

-
roup: .cMr Detadls> 1‘ Lmploypen:
Long Service Leave
Entitlements
Entitloment Maurs: 17393
Balances
Frisar G 1G/00F 1370: .32
Bafeapan 3650571075 F.33
ard L FAOES 1903
AFtar U087 1993; 2LETE
TearTarDate: 19,33
Apply for Long Serdce Leave
Rostarsd Doy Off
Balances
Ramaining Hours: [

wWalterna szhahaba, Edwaed Jamoz | | begmut

Payshps & Reports

My Leave Requests Manage Leave Requests

:_a:-h:-ll:ll:_. Edwand Jarnes (%]

Entitlements Entitlements
Enttlomaont Hours: &3 Entidemant Haours: 168
Mz, Hows Enbitloment: a

Balances
Balances Camy Crvar: 1%
Carny G 1] Wagar- T Dates] 92.31
Waai-To-Date 4613 Balarca 20731

Ealance: 104,15

Appdy for Parponal Lesve Apply for Annusi Loava

Balances

Apply for Lisu Hourd

Annual, Personal, Long Service, Lieu Hours, Rostered Day Off

These are the default leave types from Exo Payroll. Clicking on each link will display the balance
and entitlement dates (where appropriate). All values are read-only.
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Leave Calendar

This tab provides a read-only summary of the leave requests for all types of leave. From here,
Manager can see across the entire group, who will be working on a given day, and who has been
or will be absent. For example, the foreseen absence of one staff member may be taken into
account, if a second staff member applies for leave on that same day.

oz | = 1 | |ohepous
MyStaffinfo» mys
m Leave Manzgemsant |
Leawe Balanoes save O ia w L F
-
S All Reguozts b
L] April 2009 k1 3 4 5 & 7 8 ® 1011 12 1314 15 16 17 18329 20 21|22 33 24 25| T6 27 23 T 3D
Employee Name wir|rlslsiulriwliriels|siulrlwlrielss|ulriwirielslsinlr|wr]
Wallace, Edward James AL AL AL AL AL
: ..ﬁ.p:||ru'.'|_'|,l . Dechinged Pending
AL Annual Leave su Sick Leave LElLang Service BL Bersavement
Leave Leave
PH Pubbc Holiday A Alternative Leave AR Alternative Leave |y Unpaid Leave
Accruad Paid
SH Shift Leawve OT Other Leave
Group

Employees who are marked as Managers will be able to access the leave calendar for the
employee groups to which they are assigned. This value will default to the Manager's default
employee group. If you do not see the correct employee, ensure in the first instance that the
correct group has been selected from the list box. Alternatively, you can select <My Details> from
the list, in order to review your own personal calendar.

Show Select an option to filter the list of leave requests. Choose from:

e All Requests - Show all requests. This is the default.

e Approved Requests - Show only leave requests which have been approved by the
manager of the employee group.

e Pending Requests - Show only leave requests which are awaiting an Approve/Decline
response from the manager.

e Declined Requests - Show only leave requests which the manager refused to have
actioned.
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Make Leave Request

This tab allows you to request a period of leave, and then forward the request for approval to the
manager who is responsible for the employee group to which you belong. Leave requests are

split into a two step process:

Step 1: Select Leave Type and Days

MyStaffinfo» mys

m Leave Management | Employes Mess g | Payskps & Reparts | Timesheets

Leave Balances Leave Calendar Make Leave Reguest My Leave Requests Manage Leave Requests

Group: w My Defailze e tmployae: Wallaco, Edwaed Jarmaz W
Step 1 - Select Leave Type and Days

Trpo of Leave: | aAnnual Lesve e Annual Loave Balance: 27,26 Days
Sand Requast b3t | Wallags, Fdeasd James L'

Laave Dates: 4 paril 200 F Comments:

Mon Tuo o Theu Fri Hat SHiun

10 20 =0 +0 | 50

cO| 20| e8| 20 (200 |23 (223
FEc) W] s 6] 117 0] 1 12[] 12 ]
MO | 0|20 |50 |2k =E |20
7 =0 230 =0

Field definitions

The request leave web page form fields are detailed in the table below:

Field Description

Group The group (see page 14) selector will only be visible for employees who
are also marked as Managers (see page 10). The default group is named
<My Details>. This particular group is not a true employee group - it is
merely a placeholder for managers to access their own timesheets
without having to first select the employee group to which they
themselves belong.

In the situation of the Manager being responsible for more than one
employee group, it is important that the correct group is selected from
the list box, so that in turn, the appropriate set of employees in that
group are accessible to match transactions against. Take care to ensure
that each group is activated in succession — if you miss the selection of a
group, you will also have missed out all of the employees belonging to
that group.

Employee This is the full name of the currently highlighted member of staff, and
indicates to the Manager that the timesheet being reviewed is for one of
their subordinates.

Details
Type of Select the type of leave being applied for, e.g. Annual Leave. Available
Leave leave types are taken from Exo Payroll.
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Send Select the manager that this request should be sent to.

Request to

Calendar Tick the appropriate box for the calendar days on which the leave is
being requested. Click the < and > buttons to navigate between months.

Comments Enter any extra comments which may be relevant to the leave

application, e.g. pay leave all in advance, spread leave over each pay

period, etc.

Once all details are entered, click Continue to go to the next step.

Step 2: Enter Units

Each leave request, once approved, will be downloaded from the website via the management

console, and converted into a payroll transaction. It is important that managers look not only at the
fact that a day off has been requested, but also at the exact number of units to pay.

MyStaffinfo- myes

Leawe Balances

Group:

Leave Managament

My Datailps

Leawe Calendar Hake Leave Reguest

i Imployae:

Emplayes Mesaaging J Payshps & Reports |

Wallate, Cdward Jamaoz

My Leave Requests

= .
walgems vWallags, Edvard Jarmas | 5013 | Changs Paszmecd Logaut

Tenesheats

Hanage Leave Requests

3

Step 1 - Select Leave Type and Days

Typo of Leave:
Sand Requast tor

Lewew Dates

Annal Lesve

Wallein, Edeasd James

B Mgl 200

Man Taiwe Whed Thea Fri

1B z@3| 28
s 70| =0 0 |10
1m0 S0 |0 (22 0
2] |21l 2200 |20 24]F]
FE| =0 w0 x»D

e
W
| i
Sat | Sun
0 +0
110 220
w0 a9
23] =[]

Annual Leave Lalancoes I7.26 [ays

Cgmmants|

L

Friday | Friday, @4 April 2009

Morday | Monday. 27 Ageil T003;

Ealculated Annual Leave Balsnco: 35,36 Days

|| Dy f bl

100
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Field definitions

Field Description

Dates Here you will see one row for each day that was selected in Step 1.
Requested
Days/Hours If the leave entitlement for the leave type in question is being

measured in days, this value will default to one per day and would
not normally need to be changed.

If the leave entitlement for the leave type in question is being
measured in hours, the second step involves entering the number of
hours that need to be paid for each of the days of leave. The leave
entitlement will be reduced by the same number of hours when the
leave transaction is downloaded from the website and imported into
the Current Pay.

Click on the Submit button to continue. You are taken to the My Leave Requests (see page 47)
screen, which now displays the new leave request.

My Leave Requests

The My Leave Requests tab concerns requests that you have made to your manager.

= P
MyStaffinfo> mys
m Leave Management
Leave Balsnoes Leave Calendar PMake Leave Regeest vy Leave & Manage Leave Beguests
-
vicw Leaw: Begquests
Bl All Requasis W
Laave Type Taortal nits Drate From Date Uatd Gant to Date Created T Status
Sk Loave 29 Howars 100 300g a0 3009 Yallace, Cdward Janves 1205 3009 Aacopted # | =5
ik Loave 1 Hours 11002009 114002000 | Wallace, Ddward Janves 11/00) 37009 Accopted +
Sk Loave 1 Hours O O 00T O O 00T Wallace, Fdward Janwwee 1103 1009 Accopted «
Sack Leane A Houss 19 0% 3O0T 197033000 | Walage, Edward Tanes 1100373000 Pending
Sk Loave B Hours DANOES 200 UEN e Wallsgw, Edmard Jaimes 11032003 Pending
Annual Lesve q Cays 10/ 0% 300 1500500000 | wWalace, Edward James LO/a% ) 200 Ponding
Lk Loave 23 HWaurz TOOE) 200 1RI0E) 2 00 wallsza, Edward Jsmaa L0 O 2 0 Pending
ik Loave 1 Hours 017102000 0171003000 | Wallace, Ddward Janves 154 10, 2000 Ponding

Request Filters

To manage leave requests more efficiently, you can apply a filter to simplify your processing
requirements:

Filter Description

All Requests This is a list of all leave request items, regardless of leave
approval status.

Approved Requests This is a list of all leave request items that have been approved
by the request recipient.

Declined Requests This is a list of all leave request items that have been declined
by the request recipient.

Pending Requests This is a list of all unaltered leave request items created by the
currently logged in user.
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Unread Requests This is a list of all updated leave requests that have not yet
been viewed.

Downloaded This is a list of all leave request items that have been

Requests downloaded to the MyStaffinfo Management Console.

Imported Requests This is a list of all leave request items that have been

successfully imported into a pay in Exo Payroll.

Cancel Requested This is a list of all leave request items that are pending
cancellation.

Cancelled Leave This is a list of all leave request items that have been cancelled.

Requests

Simple View

Column Description

Leave Type The type of leave must be recorded - in many cases, the payment of
leave subtracts from the current balance of leave, for the leave type in
question.

Total Units The total number of days or hours to be paid, usually 8 for a full day,

or 4 for a half day if this is of the sick leave type. For annual leave this
is simply listed in days.

Date From The date from which the leave begins.

Date Until The last date upon which there is paid leave.

Sent To The recipient of your request will be displayed here.

Date Created The date that the leave request was created.

Status The leave request’s current status: Pending, Approved, Declined,

Downloaded, CancelReq, Cancelled or Imported.

Actions Several icons appear next to the currently highlighted request.

B4 Click this icon to send a message about this leave request to your
manager.

| Click this icon to delete the leave request. Only leave requests with the

Approved, Pending or Declined status can be deleted.

> Click this icon to cancel the leave request. Only leave requests with the
Downloaded status can be cancelled. The request changes to the
CancelReq status - the cancellation will be processed the next time
leave requests are downloaded to the MyStaffinfo Management
Console (see page 25) or a Synchronise task is performed (see page
23), at which time the request's status will change to Cancelled.
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Manage Leave Requests

The Manage Leave Requests tab will be displayed for users who have been accorded a
"Manager" status. Leave requests can be approved, subject to considerations such as eligibility,
entitlement dates, and the current balance of leave. Leave requests can also be declined or
deleted.

If leave requests are awaiting your attention when you log in to the website, an icon (&) appears
at the top right.

= 1 = =
MyStaffinfo- mys
m Lisdd: Mandgement
aave Balances Leave Calendar Make Leave Request My Leave Requasts
-
View Leavn Requeosts
Ehow All Requests ~
Leawe Tipee Todal Unids Date From Drate Ut Senk by Date Created ¥ Statwes
Sick Leawe 24 liours 1B/ 2000 S0 /3009 | Wallice, Cdward James 13/ 032000 Accopted # [ S K S
Lick Leawe B ilsurs 1103000 11003007 | Walice, Idward Jamaos /o roee Accopted
Siek Leawe B Mairs o6 ORS00 OGJORSIO0D | Walice, Fdward dames 18/02 2000 Accepbed
Sk Leawie & bairs IRSOESIOND AASOESI0N0 | Walice, Edward James 187022000 [
Sk Leawe Z Hour's OB E00 LES e Wallatw, Edmasd James 135031200 Parding -
Arnual Leave % Days IOOES 000 1Z/0E/ 2000 Waliee, Edward James 1003 2000 Pending -
Skck Loawo 23 Houm 10035 20059 1F a2 000 wallata, Edeacd Jamox LSO 2005 Parding -
Sk Leave B ilsurs 01 8042000 0173073000 | Walice, Idward Jamaos Lsf 1o 2o Ponding -

The layout of this page is very similar to that of the Inbox. Requests are segmented as follows:

Field Description

All Requests This is a list of all leave requests, regardless of approval status
Approved This is a list of all leave requests approved by the request
Requests recipient.

Declined Requests This is a list of all leave requests declined by the request recipient.
Pending Requests This is a list of all unaltered leave requests created by MyStaffinfo

users that have the current user assigned as their manager.

Unread Requests This is a list of all leave requests that have not yet been viewed.
Downloaded This is a list of all leave request items downloaded by the request
Requests recipient.

Imported This is a list of all leave request items that have been imported
Requests into the Current Pay in Exo Payroll.

Cancel Requested This is a list of all leave request items that are pending

cancellation. Requests will be cancelled the next time leave
requests are downloaded to the MyStaffinfo Management
Console (see page 25) or a Synchronise task is performed (see
page 23).

Cancelled Leave This is a list of all leave request items that have been cancelled.
Requests
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Leave Type The type of leave must be recorded - in many cases, the payment
of leave subtracts from the current balance of leave, for the leave
type in question.

Total Units The total number of days or hours to be paid, usually 8 for a full
day, or 4 for a half day if this is of the sick leave type. For annual
leave this is simply listed in days.

Date From The date from which the leave begins.

Date Until The last date upon which there is paid leave.

Sent By The sender of your message will be displayed here.

Date Created The date that the leave request was created.

Status The leave request's current status: Pending, Approved, Declined,
Downloaded, CancelReq, Cancelled or Imported.

Actions Several icons appear next to the currently highlighted request.

| Click this icon to send a message about this leave request to the
affected employee.

L View this employee's leave balances. This will appear in a pop-up
window and is read-only. Generally, the request sender's leave
balance is checked by the request recipient before a further
decision is made.

v Approve this leave request. This will confirm a successful
application for leave.

» Decline this leave request. You may choose to decline the leave
request - this commonly occurs when there is a staffing issue, or
the employee's current balance of leave is less than the
days/hours being applied for.

m| Delete this leave request. Only leave requests with the Approved,
Pending or Declined status can be deleted.

> Click this icon to cancel the leave request. Only leave requests

with the Downloaded status can be cancelled. The request
changes to the CancelReq status - the cancellation will be
processed the next time leave requests are downloaded to the
MyStaffinfo Management Console (see page 25) or a Synchronise
task is performed (see page 23), at which time the request's status
will change to Cancelled.
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Approving Leave

When a leave request is approved, you are required to send a message confirming your response.
Optionally, you may elect to add a comment.

wokame Wallaco, dward Jameoz | [ 135 | Shango Pazaward | g ouh

MyStafflnfos myes

Lt LBl Employes Messaging | Payslips & Reports | Timesheets

Lesve Balances Leave Calendar Make Leawe Request My Leave Requests Manage Leave Requests

View Leave Requesis

Show: Al Raguozts L

Leave Type |Tatal Units  |Erata Fram | Eata Until Sonk ko | Date Croated ¥ | Status
Sl Lemye & Hivnrs 18 S OFF 2000 A8 S OE § 2000 allace, Edward Januwes 11 GE S 2000 Pesding w10
| Date Hours
Wadnasday, LE0IEH0F &
| Subject |From T | | Date Seat
Cananbenta]

Click Send to send the message.

Employee Messaging

The Employee Messaging tab contains a fully-featured messaging system. Employees can
exchange messages at any time. This can be useful in situations where employees do not have
access to traditional forms of Internet email on their PC — such is the case where several
employees share the use of the same machine.

The associated page tabs for this section are:
e Inbox (see page 51)
e Sent ltems (see page 52)
e Send Message (see page 52)
e Post News (see page 53)

Inbox

The Inbox is your access point for incoming messages. Any subject lines for unread messages will
appear in bold text. Subject lines for read items will appear in normal text. Click the appropriate
message line to read the message in its entirety.

welkiame Wallace, Edward Jamesz | B3 | | Lagrauk ]
M}'Stﬂﬁl“fﬂ* ok '
LR D N Faystips & Reports | Timasheots
Tl B Post Kews
-
From | Swhject | Date ¥
Androws, Thomss Hardey Mooting today Thurnday S0/ 08 f 2000 10:00 10
Ardrows, Thonmss Hardey Mooking beday Thursday 0/ 08/ 3000 10:00:04
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Function Description

From The sender of your message will be displayed here.

Subject Meaning the headline of your message as described by the employee who
sent it.

Date The date and time at which your incoming mail was posted by the sender.
You may elect to click the down arrow to reverse the sort order, e.g. oldest
at top.

Actions [ - Click this icon to delete the message.

Sent ltems

The Sent Items tab serves as an archive for the messages that you have sent historically. Click the

appropriate message line to read the message in its entirety.

Your Sent Items list handles many types of messages, including:

e Messages sent to individuals
e News sent to all staff

MyStaffinfor mys
amo LA M"‘W Employes Massaqing  B-FRFES APy Reports imesheats
Enlsas ; g Send Megiags Pogt Mews
-
T Bahject Cate T
wWallaco, Cdward Janwom Moating today Thursday 5006 f 2000 L0:0X:10
wallsze, Cdward Izmoz Moating todary Tharzday 30/04/ 2009 L0207 104

The layout of the Sent Items page is very similar to that of the Inbox (see page 51).

Field Description

To The recipient of your message will be displayed here.
Subject Meaning the headline of your message.
Date The date and time at which your outgoing was posted. You may elect to

click the down arrow to reverse the sort order, e.g. oldest at top.

Actions [ - Click this icon to delete the message.
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Send Message

To compose a new message and send it to another MyStaffinfo user, click the Send Message tab -
the message editing page appears automatically.

Walcome Wallacs dward Jamaz | &A1 Ll
MyStaffinfo» mys
I Sent IJtems Send Message Fost News
Ta: Ardrean, Themaz lsday W
G ubda
ElSounce _'| Eﬁ, | o ||| ot = (B Fr| o
| b |ED @ o (B | T e | she -| Fawrmnt «| Fert
Function Description
To From the list box, select the person to be receiving the message.
Subject Type a suitable heading, topic or summary here. Once you have typed your

message, click the Send button to confirm — the message will be deposited
in the employee's MyStaffinfo Inbox, and you will be redirected to the Inbox
(see page 51), in readiness for the reply. It will also appear as a link on the
recipient's Dashboard (see page 37) page.

Message The message formatting tools are standard word processor based tools.

Once you have type your message, click the Send button to transmit the message.

If you have typed a message and then decide that you want to discard the text, click the Cancel
button to start again with a blank page.
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Post News

This is where you would type a global news item, which will be seen by all other MyStaffinfo
users, who belong to your payroll company. To compose a fresh news item, click Post News. The
message editing page will appear automatically.

Walcome YWallacs dward Jameaz | =1 Lagaut
MyStaffinfo- mys
Bubgeet:
__:-:'L-:-.Jc¢ M%) L | & o ¢ B r| O
I /0 = @ a5/ T Al s o . s
Function Description
To As this is a newscast to all employees, this value will default to "ALL", and

cannot be changed. To send a message to an individual, use the Send
Message (see page 52) function.

Subject Type a suitable heading, topic or summary here.

Message The message formatting tools are standard word processor based tools.

Once you have typed your message, click the Send button to confirm — the message will be sent
to each employee's My Home page.

If you have typed a message and then decide that you want to discard the text, click the Cancel
button to start again with a blank page.
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Payslips & Reports
Payslips

Uploading Payslips

Payslips are generated from Exo Payroll's Print Report screen, after having specified a Destination
of MyStaffinfo.

e Print Report - Payslip Custom ===

— Sort Orders: .

Sort Order 1: IErnplu:.rEE Code j Siort Order 2: IEn?pIDyEE Code j
.—Eelacﬁnn Ranges: Frarm: Tar — Pay Type:

Pay Period Date [ /4 | £4 * Curent

" Selected
Employes Code
| | _] " Standard

Employee Alpha | | _]

Departmert | | _] Pay Erequancy: |

Default Cost Centre | | | |\Weekly =

Fay Mumber | |

— Opfions: i

— Additional Input: - - Dietails: - .

Mote Ling 1 | Biepoit Opliots |

Mote Line 2 |

Mote Line 3 |

Mote Line 4 |
[ Clutput Options:

Destination:  [[¥NEELTEN

[EF ieste Fils | g Save:F1D ‘ [Z Evit:Ese |

In the above example, the employees in this week's Current Pay will be able to view their payslip
on MyStaffinfo. Click the Create File button to proceed - a confirmation screen will appear:

P MyStaffinfo Reports
Feport Mame: I Faneslip Custom Date: | 21/04/200 7

MNew Report Name: I Payslip Custam

For payslip reports and payment summarnies, all reports are sent directhy to the concermed
employees onky.

E Exil: Esc |

NOTE: If you choose to change the payslip report's name by changing the New Report
Name field, the new name must contain the text "payslip". Payslips are treated

differently from other reports (see page 56), and MyStaffinfo identifies payslip reports
by the presence of this text in the report name.

Click Create File again to upload payslips to the website. Once the operation is complete, a
confirmation message will appear.

55



Website

Viewing Payslips
From MyStaffinfo, you can view the payslips that have been distributed to each employee as PDF
(Portable Document Format). From the website, click the Payslips tab.

MyStaffinfo» mys
o | B‘MHH'I;WI‘I! Emalc Mesaaging Paysips & Reports W

Payslips Riparis
Report Typs Repord Gale Repasrl Type Fepart Dale
Payelip o h 200 Costing Analysis b 20
Tria] Balenoe

Reports are listed in order of Pay Period End Date. Click on the link in the Report Date column for a
payslip. Your PDF reader program will open and display the payslip. (If you do not have a PDF
reader installed, you can download it from
http://www.adobe.com/products/acrobat/readstep2.html.)

Payslips are password-protected, meaning that only the appropriate person can see the payslip.
Enter the employee's password as stored in the Exo Payroll system, click OK and the PDF viewer

will display the payslip.

Deleting Payslips

Click the [ icon next to a payslip to delete that payslip.
Reports

Uploading Reports

Payroll reports are generated from Exo Payroll's Print Report screen (for the report in question)
after having specified a Destination of MyStaffinfo.

& Print Report - Pay Sheet i
— oo Orders: T
Sor Order1: IEran-:l:,-'Eee Cade j Sort Order 2: ]En' ployee Code j
— Selection Ranges: - - Fram; - -To; 1 — Pay Type: -
FayPeriod End Date |/ [ 44 # Curvent
Peey Mumber [ | ¢ Selected
[
Employee Code | | _| DL
Employee Alpha | | J — Pay Freguency: - T
Depardmeant Code | | [=] |Weekly =
Options:
Heqodt Ophiors |
Cutput Options:
Destination; heStafiinto
¥ Create File | E) s.m:Fm| [= Evit:Esc |
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Click the Create File button to proceed - a selection window opens, here you can specify a new
name for the report, and choose which employees can see the report.

T )
" MyStaffinfo Reports
ReportName:  |Psy Sheet Date: | 21/0472017

Mew Report Mame: | Pay Shest

Selectthe MyStaffinfo employes s whoowill recaive this reparnt:

Giles Harrison Felf ;I ;[
Hillary hdatthiew barin
Houghton Jannet Faye
Karuso Robinson Henry
Keating Farl Adian
Smith Sandra Olive
Watson Judsy May

[A [~ [¥ ]

=~ =l
@‘Ere-ate File [ E Eait: Ezc |

Take care when granting viewing privileges to company-wide reports; many of the reports in Exo
Payroll are used for checking company totals. For example, the Pay Sheet report consists of one
document containing all of the employee's data (unless a report filter has specifically been
applied). Each selected employee receives the same document, containing all of the employees'
pay data.

NOTE: Payslips (see page 55) are a special case - Payslip reports consist of one document
containing an individual's pay data. Each employee receives a separate document,

containing only their pay data. When uploading payslips, you cannot select individual
employees to receive them.

Click Create File again to upload the report(s) to the website. Once the operation is complete, a
confirmation message will appear.
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Viewing Reports

From MyStaffinfo, you can view the reports that have been distributed to each employee. For
example, the employees' pay sheets in PDF (Portable Document Format). Reports are listed in
order of Pay Period End Date. From the website, click the Reports tab, to continue.

Nalcoma Walla ward la 1 :ngtlul.:
MyStaffinfo» mys
Leave Management | Employes Messaging ke Sl iz tles
Faysips & R
-
Prayrslipes Rarparis
|Regort Type | Report Date | |RepartType | Repart Date

Payslip o4 March 2008 Costing Analysis 16 February 2007

Trewl Balenie 5 Fabruary 2007

Click on the link in the Report Date column for a report. Your PDF reader program will open and
display the report. (If you do not have a PDF reader installed, you can download it from
http://www.adobe.com/products/acrobat/readstep2.ntml.)

Deleting Reports

Click the [ icon next to a report to remove the report.

Timesheets

NOTE: The Timesheets function is an optional add-on to MyStaffinfo. If you require

collation, approval and import of timesheets from the website to Exo Payroll, please
consult the Helpdesk.

If at some point timesheets are enabled after the initial setup process, remember to review the

Security Options in MyStaffinfo Head Office for each employee who will need access, and enable
the new security items accordingly. After new Security Options have been enabled, you will need
to perform a Synchronise (see page 23) so that the same changes can be effected on the website.

The associated page tabs for this section are:
e Group Summary (see page 60)
e Enter Time (see page 61)
e History (see page 68)
e Templates (see page 71)

e Report (see page 74)
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Navigation Controls

The upper portion of the timesheet holds the Navigation Controls. No data is actually keyed here.
The purpose of these controls to a get you looking at the correct records, for the correct
employees and/or employee groups. In other words, any approving or declining is done in the
context of the employee and/or group that you have navigated to.

MyStaffinfo> mycs

¥ Starting Sunday, 27 Joly 2008

GAoup <My Details> v Employeo Watace, Edeard James v mm

The navigation controls are only accessible by Managers. This is to facilitate the review, alteration
and approval of data other than the Manager's own personal data. Transactions must be
approved by a Manager before they can be uploaded to Payroll.

Managers approve timesheets for employees who have been assigned to one or more employee
groups, over which that Manager has jurisdiction. When the junior Manager is placed into an
employee group, the senior Manager of that employee group will be responsible for approving
the junior Manager's timesheet.

Employees who are not marked as Managers, and who have been granted access to the
timesheet, may key in their own timesheets, but they cannot approve their own timesheets - this
has to be done by their Manager.

Note that employees who are also marked as Managers may:
e navigate between employee groups

e navigate between the employees in those groups
e approve transactions for import into payroll.

Field Definitions

The form fields are detailed in the table below:

Field Description

Pay Transactions may be grouped into pays, and approved as a whole pay, or
individually on a per employee basis.

Group The group (see page 14) selector will only be visible for employees who are
also marked as Managers (see page 10). The default group is named <My
Details>. This particular group is not a true employee group - it is merely a
placeholder for managers to access their own timesheets without having
to first select the employee group to which they themselves belong.

In the situation of the Manager being responsible for more than one
employee group, it is important that the correct group is selected from the
list box, so that in turn, the appropriate set of employees in that group are
accessible to match transactions against. Take care to ensure that each
group is activated in succession — if you miss the selection of a group, you
will also have missed out all of the employees belonging to that group.
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Employee  Thjs is the full name of the currently highlighted member of staff, and
indicates to the Manager that the timesheet being reviewed is for one of
their subordinates.

Starting This indicates the Batch Start date, of the currently selected Batch. This
value is set in the Management Console, and cannot be altered on the
website. Be sure to check that the Starting date is reflective of the start of
the pay period that is about to be paid.

Approve Group

This option will only appear for Managers, and will approve all entries made for all of the
employees in the currently selected employee group. This is effective for all transaction types. A
confirmation message will be displayed before the entries are approved. Click the OK button to
confirm.

Approve Emp

This option will only appear for Managers, and will approve all entries made for the currently
selected employee. This is effective for all transaction types. A confirmation message will be
displayed before the entries are approved. Click the OK button to confirm.

Decline Group

This option will only appear for Managers, and will decline all entries made for all of the
employees in the currently selected security group. This is effective for all transaction types. A
confirmation message will be displayed before the entries are declined. Click the OK button to
confirm.

Decline Emp

This option will only appear for Managers, and will decline all entries made for the currently
selected employee. This is effective for all transaction types. A confirmation message will be
displayed before the entries are declined. Click the OK button to confirm.

Group Summary

Here you can review totals per transaction type, with one row for each employee in the group.
You can view, edit, approve or decline transactions, in any sequence.

MyStaffinfo- mys
-
Pay: nii [=] Starting Wedneiday, 01 Janwary 2014
Graup: 1 Ermglapes =
Pay Employes Tama. Wage Alow. Sick Annual L= Boruav. Pubdc Al Leawve AlL Leave  Days  Relovast  Unpaid
Giatou Howrs  Hours Units  Loaws Loava Daye  Lesve Halidays Accrusd Pasd Pasd  Days Howrs
Huies Days Hours Houes Days Hupuirs Pracd
Arde s

L Themas 00 = 10 200 K

] ]
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Form Field definitions

The table below details each form field in the Timesheet Group Summary window:

Field Description

Pay Status [ One or more the transactions for the employee have not
yet been approved, and therefore cannot be paid.

[ All of the transactions for the employee have been
approved, and therefore can be paid.

Employee This is the full name of the MyStaffinfo employee, to whom that current
row's Timesheet transactions belong.

Transaction Every kind of transaction that is payable from MyStaffinfo will be

Types displayed in columns from left to right.

Actions

v Click this icon to approve the selected pending timesheet.

x Click this icon to unapprove the selected approved timesheet.

Printing and Exporting Timesheets

Click the Print button to display a standard print dialog, which will allow you to print the current
display of timesheet information.

Click the Export button to export the timesheet information as a CSV file.
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Enter Time
Here you can enter timesheet information for:

e Timesheets

e Wages

e Leave

¢ Allowances
e Other

If you are logged in as a manager, you can add entries for other employees and approve pe
entries; otherwise you can only add entries for yourself.

nding

f
‘Walkiome Walsoe, Edda | | Logsst |

Leave Management | Employes Messaging | Payslips & Reports [MUEEHCE I
Growp Swmmary Erfter Time Histcay Templates
-
Say: Tgmagarg 2EL0 [=]  Starting Friday, 01 January 2040
G All Emplayean [=]
Employess | Wallaco, Eddia =EHEE P —
Templates: | Full Tire Templabe =] [ Appty Template |
Previcss Pay: | Weskly Pay (=] Starting Swnday, 15 July 2012 Appty Previces Pay

e ] |

oo [ Tmestest (7] T -

Tirmesheet aw
Emgl | Date - Blarl | Ead | Break  Undls | Wage Type | Rale Code | Cost Centre | 18 | |
Wallaw, Edele 1RQT201E LB (=i Loate ] oD | Ovdisary H 9 Employes Defast | = | 4 B
Wallate, B 1R0T2012 (B [ Lol 00030 Cowble Tifme | I 11 AKELCIN e = Al
wallsce, Eddia 1BIET 202 G009 00 Sa00 B0:58 | Erdinary F 8 Employes Oulfa | — | & w5
Wallace, Fdda e AT BT ] LB o0 000 B0 | Srdinarg H 8 Employes Dofact | | & o
Wallala, B LT L) S Lelle SR | Ordinary i 0 Employes Defaek | = | # B
Wallace. Edda 212042 LB ) Loafle s 00iSh | Grdimary i O Emplayes Gelad |~ | & 0

Taodal Wnits a0

Waages ot

Imgployas || Data || Units | Wisge Typo || Rats Coda | Cost Canbra |15 | |

There are no Wages entries ts show at this tme.

Adding Entries
Entries can be added to a timesheet in several ways:
e Entries can be entered manually (see page 62).

e Entries can be loaded from a template (see page 64).
e Entries can be loaded from a previous pay (see page 64).

Note: The availability of templates and previous pay controls is determined by the Security

settings (see page 19) set up in the Management Console. These controls can be

made available to all users, restricted to managers only, or disabled completely.

62



MYOB MyStaffinfo

Adding Entries Manually

To add entries:

63

1.
2.

Select the pay to add entries to from the Pay drop-down list.

If you are not a manager, you can only add entries for yourself. If you are a manager, you
can add entries for one or more employees in addition to yourself:

e To add entries for yourself, select "<My Details>" from the Group field.

e To add entries for a single employee, select a group that the employee belongs to
from the Group field, then select their name from the Employee field.

e To add entries for a group of employees, select a group from the Group field, then
select "<Everyone>" from the Employee field.

Select an entry type from the Type drop-down list, then click Add Entries. You are asked
how many entries you want to add:

Enter the number of Entries to add:

.

4. Enter the required number of entries and click OK. The specified number of entries appear

as separate rows in the Add Time section:

Typa: | Timazheot 3 Add [ntries

Employges Dake Stark End Beeak Wit Wage Type Losk Centre
Wallace, Edwand Jame % zafo4r2009 @@ | 0000 00100 00100 Crdinary e o Ernployes Dafault e
wallace, Edward Jarmaz as/oe/a000 [l | o0:00 {H: 00 O 59 Srdinary ~ i Empleyas Dafault ~
Wallace, Edwand Jamas [ TERIOAZ00 [§E | 00i00 00100 D000 rdinary L 0 Ermployes Dafault e
Submt e Manager

Enter the required information in all fields. The available fields (see page 64) differ
depending on the type of entry being added.

Optional: You can use the Hlicon to copy a line. For example, if you are entering times for
a week and each day is the same, add a single line, enter the details for that line, then
make four copies of it for a week's worth of lines. (The date is incremented by one day for
each copy.)

Optional: When adding entries for <Everyone>, you can click the @icon at the right of the
line to explode it, creating a separate line for each employee. For example, if you are
entering times for a group of employees, which are mostly the same with a few
exceptions, add a single entry containing the default details for everyone, then explode it
and edit only those employee lines where there are exceptions.

Click Submit to Manager to send the entries for approval.
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TIP: Make good use of employee groups (see page 16) to enable quick data entry for
multiple employees. Create an employee group for any groups of employees who all
work the same hours - you can then add a single entry for <Everyone> in that group.
Remember that an employee can belong to multiple groups if necessary.

TIP: Use the k&l and actions to add many entries quickly. For example, to add entries for

all employees for an entire week, add a single entry for for one day, enter default
details for that entry, then use the action to make copies of it for each day of the

week. You can then use the i action to explode any days where there are
exceptions to the default data and edit those employee lines where there are
exceptions.

Loading Entries from a Template

To load timesheet entries for the selected user(s) from a previously defined template (see page 71):

1.
2.

3.
4.

Select the pay to add entries to from the Pay drop-down list.

If you are not a manager, you can only load template entries for yourself. If you are a
manager, you can add entries for one or more employees in addition to yourself:

e To load entries for yourself, select "<My Details>" from the Group field.

e To load entries for a single employee, select a group that the employee belongs to
from the Group field, then select their name from the Employee field.

e To load entries for a group of employees, select a group from the Group field, then
select "<Everyone>" from the Employee field.

Select the template to load entries from the Templates drop-down list.

Click Apply Template.

The timesheet fields are populated with lines from the selected template. The timesheet lines
loaded in can be edited as normal before being submitted for approval.

Loading Entries from a Previous Pay

To load timesheet entries for all users from a previous pay:

1.
2.

3
4.

Select the pay to add entries to from the Pay drop-down list.

If you are not a manager, you can only load previous pay entries for yourself. If you are a
manager, you can add entries for one or more employees in addition to yourself:

e To load entries for yourself, select "<My Details>" from the Group field.

e To load entries for a single employee, select a group that the employee belongs to
from the Group field, then select their name from the Employee field.

e To load entries for a group of employees, select a group from the Group field, then
select "<Everyone>" from the Employee field.

Select the pay to load entries from the Previous Pays drop-down list.

Click Apply Previous Pay.

The timesheet fields are populated with lines from the selected pay. The timesheet lines loaded in
can be edited as normal before being submitted for approval.

Field Definitions and Actions

Field definitions - Timesheet

Field Description
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Employee

This is the full name of the MyStaffinfo employee, to whom the current
row's timesheet transactions belong.

Date

The date that this entry pertains to. There can be multiple entries made
on the same date. Normally, you would start with five entries, one for
each day of the week.

Start
End

The start time must be in the same actual day to match the date
entered. So, for example if the employee begins a night shift at 10PM
on 24/11/2009 and finishes at 6AM on 25/11/2009, the user should enter
"24/11/09" in the Date field, "22:00" in the Start field and "06:00" in the
End field.

Break

This is the total duration of breaks throughout the shift, expressed as a
time value (HH:MM). For example, if the employee has two 15-minute
breaks and one hour for lunch, the total is 1 hour 30 minutes and should
be entered as "01:30".

Units

This value is automatically calculated, and equates to the End time less
the Start time less the Break time. Depending on what is chosen for the
Display timesheet time units as option on the Company Settings page
(see page 75), the value will be displayed as either a decimal amount, or
in hours and minutes.

Wage Type

This field is only visible for installations that have the option to use
multiple Hourly Wage Rate codes turned on in the Special Options
Setup screen of Exo Payroll. This option allows an employee to have up
to 9 different Hourly Rates, which are coded from 1to 9. The actual
Hourly Wage Rates are stored in the respective employee's Hourly
Rates screen in Payroll, the default code being 1, for the base Hourly
Rate.

Cost Centre

The Cost Centre that this transaction will be recorded against on the
Costing Analysis report in Exo Payroll. If the value is left at zero, the
transaction is to be costed to the employee's default Cost Centre. If you
want to cost the transaction to some other Cost Centre, select a code
here.

Field definitions - Wages

Field Description

Date The date that this entry pertains to. There can be multiple entries made
on the same date.

Units This is the amount of hours worked for this date and wage type in a
decimal format. For example, eight hours and 30 minutes is entered as
"8.5".

Wage Type This corresponds to the Pay Rate Types established in Payroll, the

default value being Ordinary Time.

Cost Centre

The Cost Centre that this transaction will be recorded against on the
Costing Analysis report in Exo Payroll. If the value is left at zero, the
transaction is to be costed to the employee's default Cost Centre. If you
want to cost the transaction to some other Cost Centre, select a code
here.
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Field Description

Date The date that this entry pertains to. There can be multiple entries made
on the same date.

Leave Type Select a leave type from the drop-down list:

Personal Leave
Annual Leave

Long Service Leave
Lieu Time

Rostered Day Off

Unpaid Leave

Units The amount of leave to be applied is entered here. This figure may
represent days or hours, depending on the leave type and the setting in
Exo Payroll. The ! icon indicates that more information is available.
Hover the mouse pointer over this icon to bring up more information
on the number of units to pay.

Reduce The amount to reduce this employee's entitlement. This figure may
represent days or hours. The amount to reduce will be expressed in the
same manner (days or hours) as the Units data entry item. If the
amount to reduce must always equal the amount paid, this data entry
item will be disabled. The ! icon indicates that more information is
available. Hover the mouse pointer over this icon to bring up more
information on the number of units to reduce the leave entitlement by.

Cost Centre The Cost Centre that this transaction will be recorded against on the
Costing Analysis report in Exo Payroll. If the value is left at zero, the
transaction is to be costed to the employee's default Cost Centre. If you
want to cost the transaction to some other Cost Centre, select a code

here.

Field definitions - Allowances

Field Description

Employee This is the full name of the MyStaffinfo employee, to whom the current
row's Timesheet transactions belong.

Date The date that this entry pertains to. There can be multiple entries made
on the same date.

Code This corresponds to the Allowance names set up in Exo Payroll. Select
an Allowance from the drop-down list.

Units The amount of this Allowance to be applied is entered here. Depending
on the type of Allowance, this may be a number of units, a dollar
amount, or a percentage rate. If this field is read-only, it indicates that
the amount has been pre-set in Exo Payroll.
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Cost Centre The Cost Centre that this transaction will be recorded against on the
Costing Analysis report in Exo Payroll. If the value is left at zero, the
transaction is to be costed to the employee's default Cost Centre. If you
want to cost the transaction to some other Cost Centre, select a code
here.

Field definitions - Other

Field Description

Employee This is the full name of the MyStaffinfo employee, to whom the current
row's Timesheet transactions belong.

Date The date that this entry pertains to. There can be multiple entries made
on the same date.

Other Type This column contains one option:

e Hours Paid for Holiday Pay - Hours Paid is necessary for users who
do not have Pay Period Valuation turned on in their company
holiday pay setup. This field requires the number of hours paid for
holiday pay purposes.

Units The amount of hours to be applied is entered here.

Actions

The following action icons are available for all entry types.

Icon Description

(i This icon is available when a manager is editing all members of a group, i.e.
when <Everyone> is selected in the Employee column. Click this icon to
"explode” this line into separate lines for each employee in the group.

57 Click this icon to create copies of the selected entry. Enter the number of
copies you want to make on the window that appears, then click OK to
create the specified number of entries containing the same data as the
original.

m| Click this icon to delete the selected entry.

Viewing and Editing Existing Entries

All existing entries are displayed in separate sections underneath the Add Time section, where
they can be viewed and edited (provided they are still pending). The filters at the top of the screen
let you view approved entries, unapproved (i.e. pending) entries, or all entries.

The « = icons at the top of each section let you jump from one section to the next.

The fields for each section are the same as those that are available when adding entries. Columns
at the right of each section contain icons that indicate each line's status, and available actions for
each entry.

Icon Description

Status

Pending
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v Approved

Downloaded

Actions

# Click this icon to edit the selected pending entry.

m Click this icon to delete the selected entry.

v Click this icon to approve the selected pending entry (Managers only).

x Click this icon to unapprove the selected approved (Managers only).

If you are logged in as a manager, buttons are available at the top of the screen to approve or
unapprove all entries for the selected employee or group.

Editing Entries
Clicking the # icon next to a pending entry makes that line editable:

L
iouma—cecer che | balow for waics information
Chate Loawas Type Wnits Kedure Cout Conkra .

Sk Laave sl Ea ! 5,00 | ! O Employee Gelau’™ e — | Gl»=

Sick Leava B! g ! | & Employes Default

You can edit the information in each field in the same way as when the entries were first added.
Click the El icon to save your changes.

Click the #* icon to cancel your changes.

Printing and Exporting Timesheets

Click the Print button at the bottom of the page to display a standard print dialog, which will allow
you to print the current display of timesheet information.

Click the Export button to export the timesheet information as a CSV file.
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History

The History tab lets you view a filtered list of timesheets.

vard James | B4 27 | Charge Pazsword Lagous
Timesheets l
Y e s
~

Pay Waeekly Pay ¥ Startieg Susday, 27 July 2003
Group: <My Dotals> ¥ imployee: Wallace, Tdward James v Appeove Emp e

Shew Entries From: :-n: Yo: '] r;::' Dewnleaded: mo (W Approved: | otk M m v
Timesheet -

Employee Start End Break {Units Wage Type [Cost Centre S

Watace, Ldrard Jamos 00:00 00:00 €0:00 C0:00 Ordinary © Lmployeo Gofauk v

Walace, Edmacd Jameos 08:00 12:00 03:00 031:00 Couble Time L4 Axid/Sales v

Watace, Edrard James 05100 17100 00:00 02:00  Ordinary 0 Employee Cefauh v

Walsce, Edrard James 30:00 ¢0:00 CO:00  Ordinary 0 Employee Cofaun v

Walsco, [drard Jamos 00:00 00:00 €0:00  Ordinary 0 [mployeo Defauh v

Watace, Edeard James 00100 00100 00100 G100 Ordnary 0 Employee Cwfavi v

Walate, Edmacd James 00:00 00:00 00:00 00:00 OCrdinnry 0 Employee Celaun v

Total Units: 05:00

Wages -

Employee Date Units ‘Wage Type 5.

Walsce, Idracd Jamos 27, 8 32 | Ordinacy v

Watace, Edrmard James I0F03/200% 2  Stat Day worked v

Total Units) 34

Timesheets are displayed in sections as they appear on the Enter Time screen (see page 61).
The = = icons at the top of each section let you jump from one section to the next.

Columns at the right of each section contain icons that indicate each line's status, and available
actions for each entry.

Icon Description

Status

Pending

o Approved

Downloaded

Actions

e Click this icon to edit the selected pending entry.

m| Click this icon to delete the selected entry.

v Click this icon to approve the selected pending entry (Managers only).
x Click this icon to unapprove the selected approved (Managers only).

If you are logged in as a manager, buttons are available at the top of the screen to approve or
unapprove all entries for the selected employee or group.
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Filtering Timesheets

To filter the displayed timesheets, select options from the filters at the top of the screen, then click
Update. The following filter options are available:

Field Description

Pay Select the pay to display entries for.

Group The group (see page 14) selector will only be visible for employees who
are also marked as Managers (see page 10). The default group is named
<My Details>. This particular group is not a true employee group - it is
merely a placeholder for managers to access their own timesheets
without having to first select the employee group to which they
themselves belong.

In the situation of the Manager being responsible for more than one
employee group, it is important that the correct group is selected from
the list box, so that in turn, the appropriate set of employees in that
group are accessible to match transactions against. Take care to ensure
that each group is activated in succession — if you miss the selection of a
group, you will also have missed out all of the employees belonging to
that group.

Employee This is the full name of the currently highlighted member of staff, and
indicates to the Manager that the timesheet being reviewed is for one of
their subordinates.

Show Entries  Enter dates to filter the entries by. Only entries whose dates fall within the
From specified range will be displayed.
To

Downloaded Select one of the following items:

e Yes - Displays the manager-approved transactions only — useful if
some of the transactions have been deliberately not approved and
will not be imported into the Exo Payroll Current Pay.

e No - Prints transactions that have not yet been approved by a
manager. This enables you to work exclusively with transactions
which have not yet been signed off. If this query returns no results,
and all of the necessary data has been entered, it can be assumed
that the timesheet is ready for import into the Exo Payroll Current
Pay.

e Both - Displays all transactions in the pay — useful for a final report.

Approved Select one of the following items:

e Yes - Displays the manager-approved transactions only — useful if
some of the transactions have been deliberately not approved and
will not be imported into the Exo Payroll Current Pay.
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e No - Prints transactions that have not yet been approved by a
manager. This enables you to work exclusively with transactions
which have not yet been signed off. If this query returns no results,
and all of the necessary data has been entered, it can be assumed
that the timesheet is ready for import into the Exo Payroll Current
Pay.

e Both - Displays all transactions in the pay — useful for a final report.

Printing and Export Timesheets

Click the Print button to display a standard print dialog, which will allow you to print the current
display of timesheet information.

Click the Export button to export the timesheet information as a CSV file.

Templates

The Templates page is only accessible to users who have the Manage My Template and/or
Manage Group Templates (Manager) security settings enabled in the MyStaffinfo Management
Console (see page 20). You can populate the timesheet with a pattern of default values that
represent the employees' regular/rostered/contracted hours. A template may be used for any
regular or irregular work pattern of any duration, providing that the work pattern can be
predetermined. You can create templates for weekly wages, monthly bonuses, Christmas holidays,
and so on.

ddie | |pLegout

MyStaffinfo~ myoo

Timeshaets i

Ir r T
Tyour [Tmesheet (=] () forthe seected: [ Empioyes [2] tarting on dar: onday  [=] o

Timesbiest

|Week | Day |start  End  Break  Usits | Wane Type Rate Code | Gost Contre
i Moaday | G0 17130 Lalic 03100 | Dwdinary o ¥ Ermployes Default s 8
1 Twadday 300 1T i B Gz | Drdinesy (=] i Employee Dafault Fa=
1 Wednaaday | O9:00 1730 0030 C#:00 | Ordinacy -] & Employen Dafault -
1 Thewsday OO0 17130 e =00 | Drdingny o 0 Employes Dafault FE
i Fraday | 05104 17130 O0EZD 030 | Drdinary (<] 3 Emmployes Delault + B

Tatal Umites 40:00

Wages

ook Day Units Wage Typs Rate Code Coxt Cenbre
i Moy & | Ordeany Q 2 Emplines Default £ 8
1 Tuesday & | Grediary a & Emplayes Default e
1 ‘Wadnevday 8 | Ordinary ] 0 Employes Default s B
1 Thureday £ | Crdisary a O Emnployes Default &8
t Friday & | Crdirary a 0 Emngloryes Default -

Tobal Unsis: 46
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Adding Template Entries

To add entries to a template:

1.

If you are a manager, you can select the template to add entries to from the Templates
drop-down list. As well as the templates set up in the Management Console (see page 27),
there is a "<My Template>" option, which is a personal template specific to the logged on
manager. If you are an employee, you cannot select a template to edit - you always edit
your own personal template.

If you are not a manager, you can only add entries for yourself. If you are a manager, you
can add entries for one or more employees in addition to yourself:

e To add entries for yourself, select <My Details> from the Group field.

e To add entries for one or more employees, select a group that the employee
belongs to from the Group field, then select a name from the Employee field.

Specify details of the new entries:
e Select an entry type from the Type drop-down list.

e Managers can choose to add entries for the employee selected in the Employee
field, for all employees in the group selected in the Group field or for all employees
in all groups.

e Select the day of the week that the entries should start from, e.g. if "Tuesday" is
selected and three entries are added, they will default to Tuesday, Wednesday and
Thursday.

4. Click Add Entries. You are asked how many entries you want to add:

Enter the number of Entries to add:

[ o Jamee

5. Enter the required number of entries and click OK. The specified number of entries appear

as separate rows in the Add Template section:

Tree: | Timoshost [X] for the selected: | Employes [®] atarting on dayz Monday -
Week Day Start End Break Units Wage Type Fate Code  Coat Contre
L=l manday  [m] | oo 00150 0010 Ordnary (= [=] | |0 Empiopes Defustt =l &
v =] | foesdsy  [m] | po:e B0 1050 Grdinary = E =] | | 0 Empleyea Dofute = | haE
t =] || wednesday [=] | oo 000D LoD 0 Cedenany =l | |1 L=l | | o Empoyes Defauit =l 5B
t[=]| rthumday  [=] | sowee 8000 a0 Grdinary =] | |2 (=] | | 0 Emplayea Doty =l e
t [=] || Freday [=] | e 0100 0003 0 Crdenary =] | |1 ] | | Emptayes Defadt =l Mhe

Enter the required information in all fields. The available fields (see page 73) differ
depending on the type of entry being added.

Optional: You can use the Hlicon to copy a line. For example, if you are entering times for
a week and each day is the same, add a single line, enter the details for that line, then
make four copies of it for a week's worth of lines.

Click Save Entries to save the new lines to the template.
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Field Definitions and Actions

Field definitions for each section are mostly the same as they are when entering lines on the Enter
Time screen:

e Timesheet (see page 64)
e Wages (see page 65)

e |eave (see page 66)

¢ Allowances (see page 66)
e Other (see page 67)

Exceptions are that no Employee is specified when editing template lines, and where timesheet
entries require a specific Date, templates use a generic Week and Day combination.

Templates and Days of the Week

A Week and Day are defined for each line in a template; however, when the template is applied to
a pay on the Enter Time page (see page 61), the days specified in the template may not
correspond to the days in the pay exactly, especially if the pay starts on a different day of the
week than the first day specified in the template. In these cases, the template "wraps around” to
the next week, so that all days in the template are included.

For example, a template is set up with one week and five days from Monday to Friday. A manager
goes to the Enter Times page and applies the template to a pay starting on Wednesday the 18th;
this will generate lines for the following days:

e Wednesday the 18th
e Thursday the 19th

e Friday the 20th

e Monday the 23rd

e Tuesday the 24th

Even though the pay did not start on the same day as the template, lines are created for all days in
the template - the Monday and Tuesday lines wrap around to the next week.

Viewing and Editing Existing Entries

All existing entries are displayed in separate sections underneath the Add Template section, where
they can be viewed and edited (provided they are still pending). The filters at the top of the screen
let you view approved entries, unapproved (i.e. pending) entries, or all entries.

The « = icons at the top of each section let you jump from one section to the next.

The fields for each section are the same as those that are available when adding entries. Columns
at the right of each section contain icons that indicate available actions for each entry.

Icon Description

# Click this icon to edit the selected pending entry.

m Click this icon to delete the selected entry.

= While editing, click this icon to save your changes.
> While editing, click this icon to cancel your changes.

Printing Templates

Click the Print button at the bottom of the page to display a standard print dialog, which will allow
you to print the current display of template information.
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Reports detailing timesheet batches and/or templates can be produced from the Report page.

MyStaffinfo- myes

‘Wakome Androws, Theman Harkay | | Adefeit

Leave Management | Employes Messaging | Payslips & Reports Timeshaels

Growp Summary Enter Time

istory Tompiates Foepaort

-

Tyt [ EY

Siatus Dpen

Harr v Batich

3|
=]
=]

Fhaer Grospar Salezted

Mame: LMy Dakailes

=]
=]

Select an Approval Status

»
W

srewed: Raih

=]
_rs

Select reporting options and click Print to produce a report.

Reporting Options

Field Description

Select a

Batch/Template

Type Select "Batch", "Template” or "All" to filter the Name dropdown by
the type of entity you want report on.

Status Select "Open", "Closed" or "All" to filter the Name dropdown by
the batch/template status you want to report on.

Name Select the specific batch/template to report on.

Select a Group

Show Groups To report on all groups, select "All"; to specify a group to report
on, select "Selected".
Name If "All" was selected for the Type, this field is not editable;

otherwise select the group to report on.

Select an Approval
Status

Approved

Select "Yes", "No" or "Both" to filter the report by approval status.
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Administration

The Administration functions are only accessible by the person who is marked as the website
administrator in the Management Console (see page 22).
The associated page tabs for this section are:
e Company Settings (see page 75)
e Display Options (see page 79)
Company Settings

The Company Settings page section provides functions for the administrator of the website. Use
only under the direction of the Helpdesk.

MyStaffinfo- mys

I Adrninistration H
Compar Rings izplay Oplicns
-
Lockaee Ol User Accounts

Ly Mumber of Altempls Date Locked Sut
Wallace, Eddie i+ 0907 2012 114528

Raleans Lochs

Units Format
Daglay timeafest Bma unita 330 | Minutes [= |
Criaplays bokall B in HH:MM fzemat -
©5. Thm JMeming AT 1%
International Zettings
& Ditferance
Current Ferven Time i Mondap, OF July 20L& 6007 FI002 1154558

Administration functions are grouped into the following sections:

e Locked Out User Accounts (see page 75)
e Units Format (see page 76)

e International Settings (see page 76)

e Password Settings (see page 76)

e |Locator Board Settings (see page 77)

e Email Settings (see page 78)

e Notification Settings (see page 78)

Locked Out User Accounts

As a security precaution, users who fail more than six consecutive login attempts in 30 minutes will
be locked out of the system. All locked out users are displayed here (if there are no locked out
users, this section will not appear). Tick the Release Locks box and click Save to remove the
lockout and allow these users to log in again.
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Units Format

The Display timesheet time units as option determines how times will be displayed on timesheets.
Choose from:

e Minutes — times are displayed in HH:MM format.
e Decimal — times are displayed as decimal values, rounded to two decimal places.

For example, a time of 7 hours and 36 minutes would be displayed as “7:36" if the “Minutes” option
is selected and as “7.60” if the “Decimal” option is selected.

International Settings
Time difference

The MyStaffinfo web server is situated in Sydney, Australia. If you are situated in a different time
zone (e.g. New Zealand) you can adjust for the time difference. For example, enter -2.00 if you are
two hours ahead of Sydney time. If you are using the Timesheet component of MyStaffinfo, it is
advisable to only make time adjustments at the very end of the day (before employees have
clocked out), or at the very start of the day (before employees have clocked in).

Current Server Time is

Here you will see the date and time according to the MyStaffinfo web server. If the server time is
different from your PC's date and time by an increment of 1 or more hours, it is advisable to make
an adjustment for the time difference.

Password Settings

Many people are of the belief that their personal password should be whatever they can most
easily remember. Therefore, nouns, i.e. names of objects, and proper nouns, i.e. names of people,
are overwhelmingly popular. These should be avoided - obvious passwords, such as your
spouse's name, or the make of your vehicle, are a security risk. MyStaffinfo is an Internet
application — anyone with knowledge of your company ID could attempt to guess your user name
your password.

Password Settings

Allow users to change passwords

It is a good idea to periodically replace old passwords with new ones — this reduces the likelihood
of unauthorised access to the website, should a person's login details be misappropriated. All
passwords should follow a set naming convention, ensuring consistent usage of letters and
numbers.

Minimum Password Length

Longer passwords are more difficult to guess. A sensible default value is five characters.
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Maximum Password Length

Passwords that are too long are time-consuming to enter and are prone to being mis-keyed. A
sensible default value is 20 characters.

Minimum Letters Used in Password

It is advisable to use a combination of numbers and letters in passwords. Enter the minimum
number of alphabetical characters that passwords must contain. In the example of a naming
convention based on an AB123 standard, the value of this field would be 2.

Minimum Numbers Used in Password

It is advisable to use a combination of numbers and letters in passwords. Enter the minimum
number of numerical characters that passwords must contain. In the example of a naming
convention based on an AB123 standard, the value of this field would be 3.

Minimum Non-AlphaNumeric Chars Used in Password

Passwords can optionally contain characters that exist on a standard 101/102-Key or Microsoft
Natural keyboard, but are neither letters nor numbers. For example:!! @ # $% " & * () _ + \. Enter
the minimum number of non-alphanumeric characters that passwords must contain.

Mixed-Case Passwords Required

If this option is selected, passwords must contain a combination of both lower case and uppercase
letters. This makes the password more difficult for someone to guess.

Locator Board Settings

Locator Board Status List

The employee's Locator Board status (see page 40) denotes their current whereabouts. This can
be useful when determining an appropriate method of communication, should the employee
need to be contacted quickly. The contents of the locator board can also be printed out, as a
standard operating procedure in the case of an evacuation.

Locator Board Settings

(One per e, must be geesent sbove]  Lunch

e I

Enter status options in this text box, one per line (press ENTER after each option to start a new
line). New options can be added at any position on the list, and existing entries can be over-typed
to change them.

To delete a status option, press the backspace key to delete any or all of the text on a line.
Locator Board Status Requiring Due Back Date/Time

Some status lines are representative of the employee being unavailable for a fixed number of
days, after which they are expected to become available again. For example, as of closing time
today, the employee is due back in two days, because they will be on leave for one day, starting
tomorrow. This aids a person who is fielding a call for another person, in determining an
appropriate time for the caller to try again.
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If an employee changes their status to one of the options listed in these windows, the Due Back
date and/or time options on the Locator Board screen become available so that the employee can
indicate when they will be back.

Email Settings

Email Settings

Emml “From® Marme: Py skaltindo &2 isbrator

Email "From" Name

This is the name/title of the person who is responsible for the notification emails that will be
generated from MyStaffinfo, i.e. the website administrator.

Email "From" Address

This is the internet Email address of the person who is responsible for the notification emails that
will be generated from MyStaffinfo, i.e. the website administrator.

Notification Settings

Notify employees by email when...

The MyStaffinfo server can send an email to the appropriate staff whenever the following events
occur:

¢ New news items have been posted

¢ New messages are received

e New leave requests are received (or cancelled)
e Staff Information is updated

e Leave requests are accepted

e Leave requests are declined

e New payslips or reports are available
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MNolily employees by email when new Messages are received

¥ Message Usdates Enakled
Messige Updibes Subjecti |mystafirdo.com « Nauw Mascages
Mesape Updites Hessagai
Wodj P Ly PRSSages on tha mystaffinfo vabsibe, Pleace viss Rhps i my staflindo,myob.com to view them,

Motify employees by email when new Leave Requests are received
[#] Leave Regosst Updaster Erabled
Leave Reguest Updsker Subject: | mystaffinfo.cam - Nasr Laaes Fagoasks
Lanve Regusrt Updiber Harrage:
W kave re lasves regusebe be procent oo the myetafindo vebets. Flesce wint httpe:/f myetsffisfo.mycbocom ko view then.
o

For each event, there is an Updates Enabled check-box. Tick this to enable automatic creation and
sending of this type of email.

Subject
The subject line included in all emails generated for this event.
Message

The body of the message included in all emails generated for this event.

NOTE: For leave request events, the message also contains auto-generated information

about the employee who made, accepted or declined the request and the type of
leave that was requested.
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Display Options

The Display Options page lets an administrator determine which of the following entities are
visible on the website:

e Wage Types
e Cost Centre Codes

e Allowance Codes

Welinme SopmeUner | | bogout

MyStaffinfo- my
1 Administration I
Compafy Setlahgs D=play Oplisag
-

Wisible Wage Types
WageTyee . wekler

Crdinary [+
Tirmnae & Hadl [+
Doubds Tiore ¥
Buble Holday &
5181 Dy wwarked =
Day in Lisu aI
Somcial &
Fach Loave L]
Undafined Ic}

Wisible: Cost Centre Codes

i Al OV ._;\'J
12 Akld/Racaption il
13 akldiSalen Promotion Il
14 ARl ales [#
13 Akld/Packaging ]
16. AR Balivery #
21 Ham/Oifce [#
22 Ham/Raception ¥
23 Ham/Sales Prometics [
24 HamySales =
23 MamiEsckaging #
26 Ham/Delevery [+#

Wisible Allowance Codes

1 Tlothing Allswance -

All wage types, cost centre and allowances set up in MYOB Exo Payroll are listed on this page.
Tick or clear the Visible? box next to each entity to determine if it will appear on the MyStaffinfo
website or not.

Click one of the Save buttons to commit your changes.
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Contact Us

In addition to our offices in New Zealand and Australia, MYOB has software distributors all over
the South Pacific, who can assist you with all kinds of MYOB-related products and services. For a

distributor list, please contact us as detailed below.

Australia

Sales Phone 1300 555 110

Support Phone 1800 836 226
Support Email anzpayrollsupport@myob.com

Registration Fax 1800 004 587
Registration Email exo.services.au@myob.com

Web Site www.myob.com.au/enterprise
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New Zealand

Sales Phone 0800 MYOB EXO

Support Phone 0800 MYOB EXO
Support Email anzpayrollsupport@myob.com

Registration Fax 0508 329 729
Registration Email exoservices@myob.com

Web Site www.myob.co.nz/enterprise
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