Southern Health
Employee Self Service




Overview

»What is Employee Self Service (ESS)?
»Of what use is it to me?

»How to access and login to ESS?

» Finding your way around ESS.
»Understand ESS menu items.

»How to access your payslip?

»Where to find help?

» Further questions.
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What iIs Employee Self Service?

»It's an online portal that enables staff to access a
range of information related to their employment.

» Information is provided in real time via the web. It
IS an online link between the ESS interface HR21
and Human Resources/Payroll Information System
(Chris21).

»Your information is shown exactly as it is recorded
In Chris21.
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How does ESS works for me?

» Enables you to view your current and past
position detalls.

» View your payroll information including current
and past pay details, pay slips, superannuation
details, allowances and deductions.

» You can view your leave balances and leave
taken.

» View your training history and professional
registrations.

J6are | Southern Health
’\



How to access and login to ESS

Access from anywhere on the internet via the ‘Staff
Logln I|nk on the Southern Health Internet site:
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Staff Login
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Click on Enter for
ESS Logon page

http://staff.southernhealth.org.au/
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Access to ESS via SH Intranet site

ESS can also be access via the ‘Quick Links’ on
Southern Health Intranet site:
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& & 55| -| < self service
Southern Health
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-rPage v < Tools v >

Delivering Better Health in Our Community with
Integrity, Compassion, Accountability, Respect and Excellence

Carmer Vacancies
Polickes & Proceduros

Human Resources

ome of th for our ng Within Our M

» and in practice - When working in similar services/programs there are
different systems or practices across sites - i.e. working in the same unit should be a mirror image

to the next one at different location. Practices should be consistent with the systems in place.
Added 11/04/11 -~ 9.00am

iNotice

» Cardboard recycling - we have the ability to recycle cardboard boxes yet they are still being
thrown into the skips not sure why we don’t recycle more.

Ambulatory & Community Care S ed D/ OTEL = 4 1Opees

Business Analysic & Reporting

(Clinscal Information (CIM) » Locked printing - Encourage staff to use locked print on the their multifunction device - this

saves a lot of wasted paper and is very easy to set up.
Added 06/03/13 -~ 2.10pm

Click here for
Logon
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How to access and login to ESS

See ESS login page below:

Southern Health

Login ID | |
Password | |

[__Enter | :
Forgotten your password? After 3 unsuccessful attempts, Pl €asen Ote
your password will be automatically reset overnight and Log | n ID: Your em p|0yee |d No
Password: (In your payslip)

emailed to you the following day. Please do not contact IT or
Human Resources

For privacy reasons make sure you

change your password on your initial
Frontier visit .
——

£ Employee & Manager version | Copyright © 2009 Frontier Software, All rights reserved
N Self Service HR & Payroll Solutions - Software / Services | ymw.frontiersoftvar
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Your login detalls to ESS

» Your Login ID is your actual employee Id
number and for the initial login you will
receive your Password in your Payslip.

» You will need to change your Password as
you'll be prompted on your subsequent visit
to do so.

» For help with your Username or Password
contact our helpdesk on
ess@southernhealth.org.au
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Welcome to the Frontier Software

G

employee and Mansger
Sell Service

Menu bar . petails 2. Payroll 3. Leave 4. Tools

aff Member 100000 Title Mr Surmzme & Initizls Doe D Date Joined 10/07 /2001 Fosition

Employea and Manager
Self Service

Site Map | Wersion | Copyright @ 2010 Frontier Software, All rights reserved.
HR B Payroll Solutions - Software / Services | www.frontiersoftware.com

@,, [ ) roon
' Balances Gadgets
y % e 00 kg % Salary - Taken Calendar

=]
"==|Messages

....... b » <. \ 5% Change
meessional Registration | % oo Password

~~~~~ @ Training
T b Superannuation
RS % Training
Scheduled/Taken
ot () porootse
d Position

| B N
; Pay by Period
' Pay History

software

Frontier
-'%__

LB reroeens
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How to change your Password?

On your Initial login if your are not prompted to
change your password, please click on ‘Tools’ on
the menu bar and click on ‘Change Password'.

@ Welcome to the Frontier Software

Emiployns sred Mansger
Gall Tarvice

i Employee and Manager Site Map | Yarsid rtiar Softvare, All rights resarved Frﬂnt_]er
L HA & Payroll Soluticns Sl SeT ces At re . oo oty

Change Password

Current Password
MNew Password

Confirm New Password

e —
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How to log out of ESS?

Please make sure you ALWAYS log out if you are
going to be away from the computer, especially on
shared computers.

Click on the icon at the top right hand side of the

| Click here on
@ Welcome to the Frontier Software icon to logout
r
20
Details bl
@ mmmmmmmmmmm Site Map W s Copyright & 2010 Frontier Softvware, all rights reserved Frﬂntjer
Self Service HR & Payroll Solutions - Softvare [ Services | pww frgotisrsoftrare.com ——'——lté___
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Opening and Closing Menu Items

» To open menu items, click on selection from drop down list
on the menu bar at the top.

» Menu items can be expanded or minimised by clicking on
the coloured icon € on the left side of the menu item.

» Close items, by clicking on the [X] tab on the right side of
the menu item.

@ Welcome to the Frontier Software

Menu bar 1. Details 2. Payroll
Staff Memiber 100000 Tale Mr Surmame & Intisls Doe D Date Joined 10707 /2001 Position

- Close item
Menu items Position

@ Employes and Marzger Site Map Wersicn | Copyrignt @ 2010 Frontier Softeare. &ll rignzs rese-ved. FID ntler
Self Service H= & Payroll 5o utions - Softesrz J Servicas | wew.front ersoftvare. com "==%:-__".'__"
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Menu ltems functionality

When you open a menu item, the set of icons on
top the menu bar offers different functions but
please note that at this stage:

- Not all of the functions will work for each item

Welcome to the Frontier Software

2. Payroll 3. Leave 4. Tools

. 00 Tile Mr Surnzme & Initzls Doe D Date Joired 10/07 /2001 Fosition

RN - 00 090 2 "
v ESIENSI=TE ﬂAM

@ Emloyes and Manager Site Map | Versor | Copyright @ 2 sre, Al ved. Frontier
Self Sarv HR B Payroll 5D|I_IHDI'|E - Software Ser'.- | l.-'mwF ntie Ftl.-uare com %
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Menu ltems with split screen

For menu items with split screen, details of your
selection in the bottom split will appear in the top
of the spilit.

@ Welcome to the Frontier Software

1. Details 2. Payroll 3. Leave 4. Tools

StaT Mermber 100000 TEle Mr Sumzme & Initzls Doe D Date Joired 10/07 /2001 Fostion

(= 0 ECTE T ,_m_
tal ate 19/0&/'2010

BBBBBB

333333
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My Detalls Menu Item

@ Welcome to the Frontier Software
Employes and Mansger
Sell Servioa
1. Details 2. Payroll
Addresses tle Mr Surname & Initizls Doe D Date Joined 10/07/2001 Position
Details
BTSN Professional Registrations || - 1t @ 2010 Frontier Softuare, Al rights reserved. Fro ntier
Position HE E Payroll Scluticns - Software / Services | wwaw.frontiersoftware.com ‘%%'_'_‘
My Details
Details Names, birth date, phone number and email address
Address Address details and emergency contact details
Position Position, employment and cost centre details

Qualifications Professional registration details

Training Details of course completed
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Payroll Menu ltem

@ Welcome to the Frontier Software

Crmpls ywa and Maracer
Salf Servicn

Staff Member 10(C

Doe D Date Joned 10/07/2001 Poston

||| T Y Frontier
Sef Servee HR & Pa Pay History avicne | ks Ralis s o 2022 —
=
Payroll
Remuneration Current salary and super
Salary Current and past classifications and pay rates
Allowances Current and past allowances
Deductions Current and past deductions
Superannuation Fund details and contributions
Pay Details Pay by period, Pay history, bank and tax details
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Leave Menu ltem

@ Welcome to the Frontier Software

Employes and Mansger

Sell Servica

Staff Member 100008 l"il" r Date Joined 10/07 /2001 Position
Taken

mployea and Manager Site Map | Wersion | Copyright © 2010 Frontier Software, All rights reserved. Frﬂntler
Self Service HR B Payroll Solutions - Software / Services | www.frontiersoftware.com ""%l:

Leave
Balances Total hours accrued for ADO'’s, sick leave and annual leave
Taken Leave type and dates of all leave taken in the past
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Tools Menu ltem

@ Welcome to the Frontier Software

Empboyes and Manager
Sell Service

1. Details 2. Payroll

Staff Member 100000 Title Me-5Urnzame & Initizls Doe B Gadgets L Position
. Calendar
ployes and Manager Site Map | Yers 2D 3 (s ntier Software, All rights reserved. Frﬂ ntler
elf Service HR & Payroll Sclutions - Software [/ Services | v frontiersoftware.com %'_‘_"
Tools
Gadgets Useful links related to HR
Calendar Past events/dates relevant to user, such as pay
and leave dates. Does not show future
events/dates
Messages Errors, warnings or information specific to using
ESS
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Access to Payslip

@ Welcome to the Frontier Software

Employee and Manager
Self Service

1. My Details 3. Leave 2. Payroll 4. Tools
s5taff Member 6083  Title Mr Surname & Initials Smith T Date Joined 80272010 PositionCommunity Development

 CINENE AN o ees &)

Your pay details. For example, you may view your last pay or yvear to date information.

Pericd Last Pay
Base Pay Base Pay Hours Last Payrun 1112
Cwertime Owertime Hours 0.00 Cate Paid-Up-To 3/04/2011
Allowances Before Tax Benefit 0.00
Sross Leave Loading 0.00
Taxable Salary HELF Debt
SFSS Debt
“Wariance Hours
Tax Wariance Amount
Extra Tax Total
Staff Superannuation Company Super Click here
Deductions Before Tax Shifts Weorked

to view Information

Deductions After Tax

Report submitted to be run.
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Access to Payslip

Note: If you are unable to view the Payslip Pop-up
please make sure that ‘Pop-up’ is turned ON by
clicking on “Turn off Pop-up Blocker’ from the
"Tools’ menu in Internet Explorer browser

/= Self Service - Windows Internet Explorer A
% I‘ﬁ https://hr21.southernhealth.org.au/HR21/Prod/Interface/hr21.aspx J| oy ||"¢||

File Edit View Favnrite@-lelp

Sy ggl _| @ Sglf Service  Delete Browsing History...

Click here to turn off ‘Pop-up
Pop-up Blocker Turn Off Pop-up Blocker blocker’
Phishing Filter » Pop-up Blocker Settings

Manage Add-ons g |
Subseribe fo this Feed, . ] S

Feed Discoyery » [Fakeerah A R Date Joined 27/05/1987 Position Administration

Windows Update

e | Wersion | Copyright @ 2010 Frontier Software, &ll rights reserved. Frontler

N £ ' N - soffvar
Eyvroll Solutions - Software / Services | wew.frontiersoftware.com ‘==%'='.___'

Windows Messenger
Diagnose Connection Problems...

Internet Options
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View & Print Payslip

Click here on printer icon to print payslip

Payslip template. To print
e : .
e S — payslip, please click on

|| the printer icon[} on the

Acorued Day Off
Aute Acorued Day Off
Sidk Leave with Cert

top left corner of payslip.

Sidk W/O Cert
Annusl Leave
Leszves Loading - Othar %
Salarizs

Cee [ A

HELPDEBT

Sszlary Fackege Dirsct
S/P Mch Admin Fes
S/P 54 Admin Fee
M=al and Entertainment
B/Tax Farking

B/Tax Gym Clayton

Hith Sup D/Ben Supplemnt
Hith Super

Sids Leave with Cert-ENTITLEMENT BSE:
Annusl Leave-TOTAL Acoount:
Acorued Day Off-TOTAL Acocount Name:

Official Copy of Scuthern Heslth Fayslio
s

Yeare | Southern Health
PR



Assistance with ESS

For help with your Username or Password contact our
helpdesk on ess@southernhealth.org.au

For any questions regarding pay or leave data, please
contact our Payroll Enquiries on 9265 2700 or
alternatively our Customer Service Co-ordinator
Lorraine Devlin on 9265 2788

We hope that you will find Southern Health

Employee Self Service — ESS useful and
convenient.
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