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1. Accessing Approvals

When the Web Kiosk opens, if you have pending leave requests to approve, a message will
appear (in a red font) on the right hand side, notifying you that you have records to approve.

Expand All | Collapse All Welcome to the new Employee Kiosk, Andrew Smee

Please LOGOUT when finished

[Z1 Personal Details
[Z1 Payroll Details b [024: 1 pending records are awaiting your approval. ]
[:l Employment Details
D Leave
D Skills & Development
D Team Management
1 Approvals
1 Recruitment
D System Settings

D Select Job

D View Transactions

D Organisation Chart

D Apply for a Vacancy

Figure 1-1

To approve/view leave requests click on the Approvals folder then Approve Transactions.

= ﬁ.&ppl ovals
[ D Approve Transactions ]
LT Approval History
D Approval Delegation

2. Approving Requests

Approving requests can be as simple as two-clicks of the mouse or through a more
comprehensive method, which will display further information prior to approving. This
section of the document will explain the options for approving leave requests.

Escalation Period Definition

Part of the approval process is an automatic escalation period. Automatic escalation occurs
if you do not approve or reject an employee’s leave request within seven days. The request
will be escalated to your supervisor for approval after this period expires. It will then remain
with that supervisor for another seven days. If the leave request still has not been dealt
with, it will default back to Human Resources (HR) for appropriate action.

A. Approval Screen

When Approve Transactions is selected the Approve Request screen will appear (as Fig 2-1)

Approve Requests

Whole Day Leave Request

Approval Status
B M Record Name Leave Leave Start End Date App.  Escalatedto . oo .. ToBe Actioned
Approve Reject Escalate Actioon D Code Date Level you By By
O (&) (] ® Sinclair, Peter  Annual 18-AUG-2008  20-AUG-2008 1 14-MAR-2008  14-MAR-2008
Craig Leave
Figure 2-1

There are two methods of approval:




1. Simple
2. Comprehensive

B. Simple Method of Approval

The simplest way of approving leave can be performed here. From this screen you can
simply Approve, Decline/Reject or Escalate the leave request. Then click Update. The
employee will then be notified by e-mail of your decision regarding their leave. This record
can then be viewed from Approval History in the Kiosk (Section 4 of this document).

No Action is the default approval status when first viewing the request. The leave request
can only remain at this status level for a maximum of seven (7) days before it is escalated to
the next level of approval. NOTE: If there is a Warning associated with the leave request, an
extra column is added to the summary called Warning on Leave Request

Whole Day Leave Request

Approval Status i
_L Record = = Leave Wa:::;g"“ LeaveStat .o App. Escalatedto . ..o ToBe
i o Code Date Level ou Actioned
Approve Reject Escalate R Request you By By
(&) O O ® 209 Sinclair,  Annual N 15-APR-2008 15-APR-2008 1 22-APR-2008 22-APR-2008

Peter Leave
Craig

Figure 2-2

To view the Warning click on the Record ID number (in Fig 2-2 the Record ID number is 209)
then follow the instructions in Comprehensive Method of Approval in the following section.

C. Comprehensive Method of Approval

This method is a more comprehensive way of approving leave. On the Approve Requests
form, if you click on the Record ID number (in this example it is 62 - on the previous page)
more detailed information about the leave request will be displayed in a new window (Fig 2-
3). If there are any Warnings, they will also be displayed on this second screen (Fig 2-3).

Warnings will be displayed at the top the screen (see Fig2-3). Warnings include:
e overlapping leave requests (ie when a leave has been requested and there is already
approved leave for the same date(s))
e No medical certificate has been supplied (when appropriate)

e Medical Certificates must be sighted by a supervisor before leave is approved.
Certificates will be stored at the School, Divisional or Faculty level

[NOTE: For definitions on Approval Status, please see section 2ii Approval Status of this document.]
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i
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View and Update Request

[

WARNINGS The Leave Reguest was successful, however the following issueis) were identified with the request
appear here Warning - An overlapping web leave request was found.
Personld 94023310 Name Sinclair, Peter Craig
Jobld 01

Position 633622 Human Resources Officer

Leave Code AL - Annual Leave Reason
Start Date 15-Apr-2008 End Date 15-Apr-2008
Unit 1 Days
Medical Cert. Other Doc.
NiR
Comments

Supervisor Comments

( Additional Info Leave Balances
i. Leave Booking Enguiry
Team Leave biatrix
\
ii. Approval Status | Submitted ]
iii. Reactivated Date ES

Approval Level 1

Escalation Start 22-APR-2008 Escalation End 22-A4PR-2008
Table Name WEB_LY_BOOKINGS Description Whole Day Leave Request
Recordld 13965768 Created Date 22-APR-2008
Comments
iv.
T T

or to the reguesting employee ifthe request is rejected

[ V. [ Update ][C\ear][C\ose ]]

Figure 2-3

The following information refers to the numbered boxes on Figure 2-3 above.

Additional Info Section
e Leave Balances — Displays the employee’s current leave balances
e Leave Booking Enquiry — Displays current leave bookings

e Team Leave Matrix — Displays the entire team’s leave in a colour coded table.

[NOTE: The Team Leave Matrix is explained in section 4B of this document]

Approval Status

Approval Status is a drop-down list that the approver can change/set the approval,
rather than using the buttons on the Approve Request.

Approval request View and Update

options request options

(Fig 2-1) (Fig 2-3)

Approve Approved

Decline/Reject Declined/Rejected

Escalate Escalated

No Action Deferred
Submitted




Approval Status

Description

APPROVED

- Approval is given for this
transaction

If the record is approved, the record will be transferred through to Alesco. The
employee will receive an e-mail to confirm that their request has been
approved.

DECLINED

- Approval not given for
this transaction.

If the declined option is chosen, the record will not be transferred through to
Alesco. The employee will receive an email message and a screen prompt
advising them that the booking was declined. If declining a request, a comment
may be entered. This comment will be accessible to the employee when they
review the declined record.

NOTE: Any transaction that is declined will remain in the Team Members
‘Pending Transactions’ list until they delete the transaction. This is done by
accessing the record using the ‘Pending Transactions’ option and clicking the
‘delete’ button.

ESCALATED

- Approval escalated to
the next approval level.

The escalated option allows the approver to escalate the request up to the
next level of the approvals hierarchy for action. A comment should be added
that can then be viewed by the next level approver.

NOTE:

1. Requests will be escalated to the next level of approval if they have not
been approved after seven (7) days.

2. Requests may only be escalated once; they cannot be escalated again to the
next level up.

DEFERRED/NO ACTION

- Approval decision
deferred to a later date

It is possible to defer an approval decision on a leave booking until a later date
by selecting the status ‘Deferred’ and entering the date it is to be reactivated
by in the Reactivated date field.

A ‘Deferred’ request may be approved, declined or escalated at any stage. If
no further action is taken before the reactivation date is reached, the normal
escalation process will resume.

NOTE: it is not possible to defer a request that has already been escalated to
another level, either manually or automatically.

‘No Action’ is the default status on the Approve Requests screen (Fig 2-1)

SUBMITTED

In Figure 2-3 under Approval Status, ‘Submitted’ means that the employee has
submitted their leave request for approval.

Reactivation Date

The Reactivation Date is used in-conjunction with the Deferred option under Approval
Status. If no further action is taken before the reactivation date is reached, the normal
escalation process will resume. The reactivation date needs to be entered into the field
in the DD-MMM-YYYY (eg 28-MAR-2008) format or selected through the calendar

button .

iii. Comments

Relevant comments may be entered into the comments box.




iv. Buttons
Click:

e Update to proceed and accept changes
e Clear to clear the comments box

e Close to close the window, without committing to the changes

3. Request Actioned (Approved, Declined or Escalated)

A. After Action
When a request has been approved by the supervisor:

i You will see the successful action screen

An email will be sent to the staff member who made the request, informing them
their leave has been approved; declined; escalated or deferred until a specified a date
iii. The Leave Request will then appear in the supervisor’s Approval History, along with
any other Leave Requests, whether they were declined or approved

4. Approval History

A. Viewing previous approvals (including declined and reversed requests)

To view all approvals made as a supervisor choose Approval History from the Approval folder:

H &3 Approvals

D Approve Transactions
h D Approwval History

[ 3 Approval Delegation

After clicking Approval History, this screen will appear:

Approval History

Enter query criteria
Emplovee | j

Approval Date E+|to [EE

Figure 4-1
[NOTE: It is a good idea to have the Employee Number of the staff member you want to assign the approval

delegation to, prior to starting this process. This saves time searching for the number, during the process]

From this screen you can:

Choose an individual staff member (using their employee number) or if left blank, all

staff members assigned to the supervisor will be selected. Alternatively, you can click on

the down arrow IEI at the edge of the field and perform search for/by the Employee
Number. When the search opens, click the Find button to view all Employees reporting
to you. Click on the appropriate Employee number from the List that appears.

[NOTE: depending on the number of staff, leaving the Employee field blank can return a large number of
records and can take a while to process]




e Select specific dates to search, eg between 01-Jan-2008 to 31-Jan-2008, or leave blank
Click the Find button to start the search.

Depending on the parameters entered, the supervisor should receive a screen similar to the
picture in Figure 4-2. The page will display Part Day and Whole Day Leave Requests. It will
also show leave that has been reversed under the Leave Reversal heading. Reversed Leave
is any approved leave that has been requested to be reversed by the employee. Reversed
Leave is subject to the approval process. Accordingly, the supervisor must approve the
reversal. Once the reversal has been approved it will appear in the Leave reversal section of
Approval History page for the specific employee. The employee will also receive an email.

Part Day Leave Request
Record ID Name Leave Code LeaveDate HNo.ofHrs App. Level Escalatedtoyou By Created Date To Be Actioned By
122 Sinclair, Peter Craig Annual Leave 19-MAR-2008 43 1 18-MAR-2008 18-MAR-2008
Whole Day Leave Request
Record Name Leave Code ‘Warning on Leave Leave Start End Date App. Escalated to you Created Date To Be Actioned
D Request Date L By
B2 Sinclair, Peter Annual 18-AUG-2008  20-AUG-2008 1 14-MAR-2008  14-MAR-2008
Craig Leave
101 Sinclair, Peter Annual 07-MAY-2008  08-MAY-2008 1 17-MAR-2008  17-MAR-2008
Craig Leave
3z Sinclair, Peter Annual 08-AFR-2008 11-APR-2008 1 03-MAR-2008  03-MAR-2008
Craig Leave
a8 Sinclair, Peter Annual 19-MAR-2008  20-MAR-2008 1 22-FEB-2008  28-FEB-2008
Craig Leave
11 Sinclair, Peter Annual 19-MAR-2008  20-MAR-2008 1 22-FEB-2008  28-FEB-2008
Craig Leave
16 Sinclair, Peter Flexleave 17-WMAR-2008  17-MAR-2008 1 17-MAR-2008  19-MAR-2008
Craig
A0 Sinclair, Peter Flexleave 14-MAR-2008  14-MAR-2008 1 12-MAR-2008  12-MAR-2008
Craig
26 Sinclair, Peter Annual 12-MAR-2008  14-MAR-2008 1 03-MAR-2008  03-MAR-2008
Craig Leave
20 Sinclair, Peter Sick Leave 04-WMAR-2008  05-MAR-2008 1 03-MAR-2008  03-MAR-2008
Craig
19 Sinclair, Peter Annual 15-JAN-2008  30-JAN-2008 1 18-MAR-2008  18-MAR-2008
Craig Leave
53 Sinclair, Peter Flex leave 03-JAN-2008  03-JAN-2008 1 12-MAR-2008  12-MAR-2008
Craig
N——/
Leave Reversal
( \ .
Record ID Name Leave Code Leave StartDate  EndDate  App.Level EscalatedtoyouBy Created Date To Be Actioned By
125 Sinclait, Peter Craig Annual Leave  18-JUN-2008  18-JUN-2008 1 20-MAR-2008  20-MAR-2008
128 Sinclair, Peter Crain Annual Leave  13-MAY-2008  13-MAY-200%2 1 20-MAR-2008  20-MAR-2008
131 Sinclair, Peter Craig Annual Leave  07-MAY-2008  08-MAY-2008 1 20-MAR-2008 20-MAR-2008
134 Sinclair, Peter Craig Annual Leave  20-MAR-2008  21-MAR-2008 1 20-MAR-2008  20-MAR-2003
110 Sinclait, Peter Craig  Flex leave 17-MAR-2008  17-MAR-2008 1 17-MAR-2008  17-MAR-2008
inclair Pefer Crain ick| eave 04-WAR-Z 00 05 WAR- 200! 1 03 bAR- 200 03 WAR- 200
Figure 4-2

Further information on each record can be viewed by clicking on the Record ID number (red
box in Figure 4-2). This will open a new window with further details, including any comments
(Fig 4-3).




View Transaction

Click here to return to Approval History list

Personld 94023310 Hame Sinclair, Peter Craig
Job Id 01
Position 633622 Human Resources Officer

Leave Code SICK- Sick Leave Reason
Start Date  (04-har-2008 End Date 05-mar-2002
Unit 2 Days
Medical Cert. ¥ Other Doc.
Certificate No 2555412 Doctor Mr Smith
Surgery Address1 1 apple Place Surgery Address2 Sometown
Cert. Issue Date 04-Mar-2008
Cert. Valid From 04-har-2008 Cert. Valid To 05-Mar-2008
Salary %
Comments

Supervisor Comments

Approval Status  Approved

Approval Level 1

Escalation Start 03-MAR-2008 Escalation End 03-MAR-2008
Table Name WEB_LV_BOOKINGS Description ‘Whole Day Leave Request
Record ld 13908571 Created Date 03-MAR-2008
Comments
Figure 4-3

B. Leave Matrix

The Leave Matrix is a useful visual tool for supervisors. The Matrix shows the leave the staff
have requested and booked, in a colour coded format.

The leave matrix can be accessed through Team Management folder, then by clicking on the
Team Leave Matrix

B =3 Team Management
D Team List
[ [] Team Leave Matrix]

[] Leave Balances Report

D Leave Bookings Report

This will show a list of staff members and any leave Approved, Booked or Pending. It will also
show public holidays and training booked through the web kiosk.

Team Leave Matrix
StartDate 14-4AP-2008 |[E5]=] jto 10-Apr-2008  Leave Code | — All Leawve Codes — Display
[“IShow Training [#] Show Holidays [#]Show Leave
MARCH APRIL
Personld Hame 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 2930 31 1 2 3 4 & 6 7 8 9 10
F s &8MWMTWTTF®&SE8MTWTTFS8BEMTWTTFS8 S MTWT
94023310 Sinclair, Peter Craig [ A» (H |
Record 1 of 1
(i) roits e[ Ry ) (e
Legend: - Approved - Confirmed A Annual
Approved - Unconfirmed L Long Service
-F‘endmg P Paid
FPending - Deferred s Sick
u Unpaid
- Public Holiday H Public Holiday
-TramingWaiﬂismn T Training
- Training Attended - Denotes various events exist for this day

Figure 4-4
If you want to view a different period, enter a new date into the Start Date field (Red Box on
Fig 4-4). You can enter the date but typing into the field using the DD-MMM-YYYY format (eg

28-MAR-2008) or use the Calendar button to select the date required. Then click the
Display button and the Calender will update 28 days forward from the Start Date.
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5. Approval Delegation

If the supervisor is unavailable, they can delegate their approval to another staff member during
this period.

A. Assigning Approval Delegation

[NOTE: It is a good idea to have the Position Number of the staff member you want to assign the approval
delegation to, prior to starting this process. This saves time searching for the number, during the process]

The supervisor has the ability to assign a staff member (using their position number) to

approve leave requests during their absence. This is achieved under the Approvals folder and
then clicking Approval Delegation.

= a Approvals
D Approve Transactions
ﬁ Approval History
D Approval Delegation]

Once the Approval Delegation option has been clicked this screen will appear:

Approval Delegation

Mo Records returned

[Add new Approval Delegation record ]

Thiz page was produced March 25, 2008 0207 pn by program WHE053 (revision 10.0)
Copreright @ Talent2 Works Phy Ltd. (ACH 010 602 892)

Uzer Preferences

Figure 5-1
e The screen will look like this if delegations have not been set up previously.
To setup a new delegation click on the Add new Approval Delegation record link (red

box in Fig 5-1). Then choose Web Leave Bookings from the list that appears (Red box in
Fig 5-2).

Approval Delegation

Selectthe Transaction Type that you would like to define a delegation for (Use ALL to delegate for all transaction types)

Transaction Type

ALL

Casual General Timesheet
Casual Timesheet
CasualiSessional Timesheet
Individual Academic Timesheet
Membershins

Other Employment Details
Gualifications Aftained

Records Periads of Hours Worked
Staff Movernent Requests

Web Additional Hours

Wilsh Expenss Claim
Weh Leave Bookings I

Figure 5-2

The Approval Delegation form will appear:

11



Approval Delegation

Delegated Position Number: E
Start Date: =
End Date: E-

Insert || Clear

This page was produced March 25, 2005 02:15 pm by program Y5053 (revision 1007
Copyright @ Talent2 Works Pty Ltd. (ACH 010 602 892)

Uszer Preferences

Figure 5-3
1. Enter the Number of the position receiving the Approval Delegation into the

Delegated Position Number field. Alternatively, click on the down arrow IEI at
the edge of the field to perform search for the position. When the search form

opens:

a. Enter the employee’s Surname in the Occupant Field, between two
wildcard symbols Eg %Smith%

(Percentage sign (%) is a wildcard. A wildcard is a tool that allows you search using partial
information. This means you can perform a search when you only have part of a name. If you have
wild card after the partial name, the search will find everything that matches eg Sm% will find
names starting with “Sm” like Smith and Smyth. The Wildcard can be placed at the start for the
partial name too eg %ith. This will find names ending in “ith” eg Smith. Also, you can place a whole
name between two wildcard and only that particular name will be displayed %Smith%).

Approval Delegation

Delegated Position Number: j

Start Date: [E

End Date: ,

€1 L5k OF 2 Dot - Lierosofe Liiiien Ealyds M=

List Of Vaiues: Position

This page was produced April 22, 2008 10:2

Copyight @ Talert2 Warks Pty Lid. (ACH 01 Paosition Title Occupant level Emp Status

User Preferences ks #Smiths % %
Paosition Title Occupant Job Clevel Emp Status
102555 - Team Leader, Slack-Smith, Frazer 03 IT, Custamer Service Mgt Permanent Full Time
Cust Serv Management
102910 - Supervisar, Smith, Gave Dianne 01 T, Computer Shap Permanent Full Time
Computer Shop

b. Click the Find button. A list if staff members with that surname will
appear. The click on the appropriate position number from the list.

c. Alternately, click Find with only Wildcards in the fields (Position Title;
Occupant; Clevel and Emp Status), all position numbers will display.

i. You can also search using the other fields on the form, if you
have the relevant information.

2. Enter the Start Date (the first day you will be away).
3. Enter the End Date (the last day you will be away).
4. Click Insert.

If the Delegation is successful, this screen will appear:

12



Success! Row inserted

Transaction Type: All

Approver Position: 111304 - Manager, HR Systems
Delegated Position Number: |111g57 j

Start Date: 04-MAR-2008 | [EE|

End Date:

05-MAR-2008 | [EE]

[ Update H Delete ”Clear]

Figure 5-4

If this record is incorrect you can change the information by clicking Update.

If invalid information (eg a Position Number that is not assigned to this supervisor) is
entered, you will receive an error message.

B. Edit or Update Delegation

The record will also be updated on the Approval Delegation screen (Fig 5-3). From this screen
you can also Edit or Update any of the available records, by clicking Edit (Fig 5-5):

Edit 111304

Record 1 of1

Copyright & Talent2 Works Pt

User Preferences

Action From Position From Personld To Positionld To Person ld

Approval Delegation

Start Date End Date

111936 04-MAR-2008 05-MAR-2008

Add new Approval Delegation record

Thiz page was produced March 25, 2008 02:35 pm by program WKB0S3 (revision 10.00

y Lidl, (ACN 010 602 832)

Transaction Type

Figure 5-5

When Edit is clicked the following screen will appear and you can change the dates for which

the delegation will apply:

Approval Delegation

Transaction Type: All

Approver Position: 111304 - Manager, HR Systems
Delegated Position Number: 111535 ﬂ

WIS D4-tAR-2008  |[EE|

End Date:

05hiAR-2008  |[EElH|

[ Upcdlate H Delete ][ Clear]

Figure 5-6

The Entire record can be deleted by clicking on the Delete button.
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