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VISIPAY.NET — EMPLOYEE SELF SERVICE (ESS) FOR VISIPAY ADMINISTRATORS

GETTING STARTED

Make sure the following has been set up by either PBT IT services or the company’s IT people who have used the
notes provided:

1. Outlook or another mail program is setup on the Visipay computer.
2. The ESS website is setup. Make sure that:

e HTTPS and SSL Certificate has been discussed with IT services

e 1IS7 (or higher) Windows feature has been installed and enabled with Visipay ESS files.
e DotNet framework 4.5 has been installed.

e SQL Server 2008 (or higher) has been installed.

e MVC 3 has been installed (only for ESS web site).

e MIME Type has been setup so Video plays.

e Loading of website has been tested.

3. Visipay.Net is setup as follows:

e Visipay.Net (12.55 or higher) is installed with Administration Tools.

e A Visipay.Net Common database has been created.

e A \Visipay.Net Company database has been created.

e web.config has been configured for the Company Database and Common database.

e A \Visipay.Net license that supports using the web has been bought. This licence must have as many users as
there are employees who will use ESS.

e All employee records have been setup including records for administrators and leave approval officers.

For more information see: http://www.asp.net/mvc and VisipayESS Setup Guide.docx.
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EMPLOYEE SELF SERVICE MODULE, ADMINISTRATION MODULE, LOOKUPS AND PAY PROCESSING

General Information:

Each leave approval officer needs to be linked to a leave approval group.

Each employee within Visipay.NET needs to be attached to an approval group.

Each employee within Visipay.NET needs to be assigned a user login, which in turn is assigned a user role that defines

their privileges.

This section also includes documentation on how to add and delete Leave Types, add Leave Types to Staff Types,
change Leave Options, change Visible Leave Accruals options, add Public Holidays, use the Leave Calendar, modify

employee records and processing approved leave in the pay run.

ADDING AND DELETING APPROVAL GROUPS BASED ON MANAGEMENT HIERARCHY

1. Adding an Approval Group

e Click Approval Groups on the Self Service tab.

e Click the Right mouse button in the blank area under Title
then click Add with the Left mouse button.

e Enter atitle for Leave Approval Group.

e Click on the drop arrow to choose the employee who is the
Approval Officer.

e Click on the drop arrow to choose the employee who is the
Delegate Approval Officer.

NB: if the Approval Officer is away you need to tick the ‘Away’
box so that leave requests go to the Delegate Approval Officer.

Employees for Processing are not added here; you need to add
the Approval Group to the employee’s record. See page 11.

e Click OK.

e Create a second Approval Group (if required).

e Click Close to get out of the Leave Approval Group List.
2. Deleting an Approval Group

e Click the Right mouse button on the Approval Group then
click Delete with the Left mouse button if there are no
employees attached to the Approval Group.

O

[Ele Home Utilities Administration | Self Service

Y N B

Lmm

Add Leave My Leave | Manage Approval Leave Leave
Request Requests | Leave Groups Options Calendar |

Leave Management |

O Leave Approval Group List = ox
;g Leave Approval Groups
|| mte Approval Offcer 40 Away | Delegate Approval Officer |
Add New Leave Approval Group x
Title: Approval Group - Fred|
Approval Officer: Smith, Fred - Away
Delegate Approval Officer: |Brown, John Sebastian -
Employees for Processing
Employee No Full Name Union Location Department
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| ADDING LEAVE TYPES

3.

Adding Leave Types (if required)

Click on the drop arrow under the Program Wheel then click
Lookups....

Click Leaves.

Click the Right mouse button in the blank area under existing
Leaves then click Add with the Left mouse button to add a
new Leave.

Give the New Leave a Title and Description then click on the
drop arrow to choose a Leave Type — either Annual Leave,
Long Service Leave, Personal Leave or Rostered Day Off.

Deleting Leave Types

Click on the drop arrow under the Program Wheel then click
Lookups....

Click Leaves.

Click the Right mouse button on the Leave then click Delete
with the Left mouse button.

NB: You can only do this if there are no employees attached to
the Leave.

Visipay ESS — Setup guide
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© sybiz Vispay Lookup Lists

§ carmings

%: Alonances

Ju  leaves

132, Deductions

¥ Fringe Benefits
(G Pay Iem Groups
¥5] Staff Types
[ Leaves

[ Departments
B Banks

¥l super Funds
3 Pay Locations
2, unions

A Tax Scales
5 HELP Scales
5 SFSS Scales
R, Positions

am Vehides

] assets

Tite Descrption
Annual Leave alLe

SickLeave SickLeave

Rostered Day OFF Rostered Day Off

Long Service Leave Long Service Leave
personal Leave Personal Leave

Leave without pay Leave without pay

New Leave 10 weeks Annual Leave

Personal Leave
Rostered Day OFF
Long Service Leave
Personal Leave
Personal Leave
Annual Leave

Add New Leave x
Title: Compassionate Leave

Description: |Compassionate Leave

Type: Personal Leave -
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5. Adding Leave Types to Staff Types

e Click on the drop arrow under the Program Wheel then click
Lookups....

e Click Staff Types.

e Click the Right mouse button on the Staff Type then click Edit

with the Left mouse button.

e Click the Right mouse button in the blank area under existing

Leave Types then click Add with the Left mouse button to
add a new Leave Type.

NB: A leave type such as Compassionate leave does not accrue
any days but if you want employees to be able to apply for
compassionate leave on the ESS website it needs to be set up as
a leave accrual.

Visipay ESS — Setup guide

© Sybiz Vispay Lookup Lists = ox

& Earnings [ J—

%, Alowances

% Deductons Tite Houly Rate Hours | Period Working Days /Period | Hours /Workng Day

- 1Mo Award 0.0000 0.0000 0.0000 0000

¥ Fringe Bencfts 1-Part tme 0.0000 48.0000 50000 8.0000

G Poyltem Groups | ||| Casual 0.0000 50.0000 0.0000 0.0000

F] S Types Clerks Awerd 20,0000 76.0000 10.0000 7.6000

Metal Trades Award 0.0000 84,0000 7.0000 12,0000

i Leaves

z Paid parental leave 25,0000 36.0000 0.0000 0.0000
Departments Terminated 0.0000 0.0000 0.0000 0.0000

] Banks Weekly - lump sum super 0.0000 38,0000 5.0000 7.6000

7 Super Funds

5 2oy Locations

i, Unions

A Tax scales

%) HELP Scales

5 5SS Scales

J, Positions

o Vehides

Assets

| General || Superannuation Guarantee ‘l Leave Accrual

CHANGING LEAVE OPTIONS

6. Changing Leave Options — Enable e-mail notification,
Approver away, Leave balances in days and ESS URL

e Click on Leave Options on the Self Service tab.

e On the Options tab Tick ‘Enable e-mail notification’ so that
employees will get an email telling them whether their leave
has been approved or rejected.

e Tick ‘Allow approver to approve while away’ if you want an
approver to be able to respond to leave requests when the
approver is out of the office.

e Tick ‘Show employee leave balances in days’ if you want to
display balances in days instead of hours.

e Type in the website address that employees and approvers
will use to access ESS on the Internet.

Leave Title Mumber of Days | Pro rata Accrual
» | Annual Leave 20,0000 7
Sick Leave 10.0000 [/]
Rostered Day Off Add New Staff Leave x 3.0000 9
Long Service Leave 10.0000
L_-ens Leave: @
No of Days: 0.0000 = -
Pro rata accrual: (V]
Work Days: Monday, Tuesday, Wednesday, Thursday, Friday -

O Leave Options

J Options || Visible Leave Accruals || Public Holidays (all Pay Locations) |

| Enable e-mail notification
| Allow approver to approve while away
Show employee leave balances in days

Employee Self Service URL:
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7. Changing Visible Leave Accruals options © Leave Options x

e On the Visible Leave Accruals tab tick each type of accrued

Title Allowed
leave to change the visibility on the website of the different Anrual Leave v
LeaVe Types. Compassionate Leave

Leave without pay
Long Service Leave

NB: Even if employees can’t see their leave accruals they can still personal Leave
apply for any Leave Type that has been set up in their Staff Type. || |rosteredpay off

Sick Leave

8. Adding, Editing and Deleting Public Holidays © Leave Options x

| Options || Visible Leave Accruals || Public Holidays (All Pay Locations)

It is important to review and set up all national and local Public ——
. . . escripuon
Holidays. When employees apply for leave and Public Holidays
fall within the chosen date range, Visipay will automatically | | Mewvear'spay 1/01/2014
calculate the number of days leave to be taken excluding Public || Australia Day 26/01/2014
. Good Friday 18/04/2014
H (0] I | d ayS || Easter Monday 21/04/2014
| Anzac Day 25/04/2014
e Click on the Public Holidays (All Pay Locations) tab. || QueensBirthday 9/08/2014
| Labour Day 6/10/2014
e If necessary, click on the + next to a year to display the luu| | Coristmas Day 25/12/2014
. . Boxing Day 26/12/2014
standard public holidays for that year. 1 g veor: 2013
|| Christmas Day 25/122013

e Click the Right mouse button on one of the holidays and click
Add with the Left mouse button to create a new Public =

Holiday, Edit to change the name and/or the date of the
Public Holiday or Delete to remove the Public Holiday.

NB: This can also be done for individual Pay Locations by clicking
on the drop arrow under the Program Wheel then clicking
Lookups...., Pay Locations. When you edit a Pay Location you can
click the Right mouse button to Add a Public Holiday for that
Location.

USING THE LEAVE CALENDAR

The Leave Calendar shows all employees in a style that looks similar to Microsoft Outlook. There are a range of
different views and the employee list can be filtered and sorted. You can also print the calendar and add frequently
used icons to the Quick Access toolbar.

e Click Leave Calendar on the Self Service tab. o

g Home Utlities Administration | Self Service

NB: The Leave Calendar is only available within the Visipay ———
program; it is not available on the ESS website. @ *g ;Fl; :is i’é [

Add Leave My Leave  Manage Approval Leave Leave
\ Request Requests | Leave Groups Options Calendar‘
|

Leave Management
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9. The Home tab

e C(Click on Gantt View or Timeline View.

Employees are displayed on the left hand side and the months,

days and hours are displayed along the top.

e Click the Backward or Forward icons to see different weeks

of the year.

e Click the Zoom In icons several times to see the hours of a
day or click the Zoom Out icons several times to see the
months.

e Click the Arrange icons to see a Day View, Work Week View,

Week View or Month View.

NB: Employees are now displayed along the top and hours are
displayed on the left hand side.

e If you have many employees and they are not all being

displayed in the Calendar click several times on the ‘-* sign in

the bottom right hand corner of the employee list. The
employees then become visible. Use the scroll bar or the
scroll arrows to see the rest of the employees.

e To further limit the list of employees, click on the Sort Filter

Panel on the Home tab if it is not already highlighted. The

Panel appears at the bottom of the screen.
e Click on the ““next to And to create a new filter.

e Click on Apply Filter.

e To sort the list of employees by Last Name, First Name, Code,
Department, Staff Type or Location click on the drop arrow

to choose one of them and then click Apply Sort.
10. The View tab

The View tab has some of the same icons as the Home tab.
However it also has a Time Scale which allows you to see the

hours on the left hand side in increments of 60, 30, 15, 10, 6 and
5 minutes. It also lets you view just the Working Hours instead of

the whole day.

o

Fie || Home | view

- \ [ - [E="1 E=—"1

© OB [T
© @ = Q@ @ M1
Backward Forward Goto ZoomIn Zoom Out ||SortFilter || Day View  Work
Today Panel

Navigate

Friday, 15 Movember 2013...
16 Sat

15 Fri

Barry Edward Greag

Visipay ESS — Setup guide

f =l | [

- 2
(DEIBLR
Week Month Timeline | Gantt
Week View  View View View View
Arrange

Monday, 18 Movember |

175un | 18Mon | 19Tue | 20 Wed

Bridget Mary Tomkins

Barry Edward Gregg
1111 | Tue, 12 | 13/11 | Thu, 14 | Fri, 15

—
(=]

Apply Filter

Bridget Mary Tomkins
1111 | Tue, 12 | 1311 | Thu, 14 | Fri, 15

{ ast Name i~ | Apply Sort
-]
Fle  Home | ven |
T ] - = . =
DG EE Q@ = [
Day View Work Week Month Timelne Gantt | SortFilter Time pres: Ci
Week View | View View View View Panel Scales end

Active View
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11. The File tab

The File tab allows you to Print Preview, Quick Print or Page
Setup the current Calendar view.

You can also close the Leave Calendar here instead of clicking
the X in the top right hand corner.

©
File

e

Print  Quick Page Setup Close

| Preview

Home

Visipay ESS — Setup guide

View

Print
Print

12. The Quick Access Toolbar

You can add frequently used Leave Calendar icons to the Quick
Access Toolbar.

Click the Right mouse button on any icon then click Add to
Quick Access Toolbar with the Left mouse button.

©
o

J2[%De B -6

MAINTAINING EMPLOYEE SECURITY THROUGH USER ROLES
13. Creating user roles

e Click Roles on the Administration tab.

(©

e

IS

Home

Utilities

Sybiz Vi

‘ Administration l

278 B @

Users | Roles |PayGroups | ManagePay | Custom
\ ‘ Group Employees “ Fields
‘l Security I
e Click the Right mouse button in the blank area under existing © Role List =
roles then click Add with the Left mouse button. )
T:—:‘-' Roles
Title Description
Administrators Admin role which cannot be deleted.

A role which is assigned to a newly create...

Give the role a title and description.

Edit Ry

ole

Tick ‘Applies To User Employee’. NB: Make sure that Access
All Employees is not ticked unless the employee is an
Administrator who has the right to view all employees.

Under Employee Rights tab choose what you want
employees to be able to see on the ESS website.

Under Access tick Leave Accruals and Leave History (if they are
eligible for Leave) and you may also want them to be able to see
their Payment Summaries and Payroll History (pay slips).

NB: These are the only options that are currently available on the
ESS website.

Important: You should not allow employees to Add or Delete.

Title:

Description:

Access Al Employees: || Applies To User Employee: Applies To User Employee Subordinates: 7]

|ess

|Emplnyes Self Service

Payroll Rights | Employee Rights " Report Rights: ” Self Service |

& Payroll

Banking History
Banks

Change Log
Departments
Employment Details
Leave Accruals
Leave History
MNotes & Reminders
Pay Profile
Payment Summaries
Payrol Balances
Payroll History
Personal Details
Reviews

Super Contribution History

Superannuation

o Ol

=]

oQ

Edi

oD 5@ ® mEsEos o off

oQ
OD0OEOEOOEEOOODOO Sk
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Optional:

Visipay ESS — Setup guide

You may want users to login to the Visipay program so that they can change their bank details, super, dependents
and other details. These are not yet available on the ESS website but are scheduled for future development.

When users log in to the Visipay program they will only be able to see their own employee card details if you ticked

‘Applies To User Employee’.
14. Deleting user roles

e Click the Right mouse button on the role then click Delete
with the Left mouse button.

MAINTAINING EMPLOYEE SECURITY THROUGH USER LOGINS

15. Creating user logins

e C(lick Users on the Administration tab.

e Click the Right mouse button in the blank area under User
Name then click Add with the Left mouse button.

e Assign Roles that are appropriate for the User — a user can
have more than one Role but they must have a Role that
enables them to see at least one of the options that are
currently available on the ESS website i.e. their Leave
Accruals, Leave History, Payment Summaries and Payroll
History if appropriate.

16. Deleting user logins

e Click the Right mouse button on the Login name then click
Delete with the Left mouse button.

(© Sybiz Vi
|w(Elow| Home Utiites | Administration |
1AE B
@s < 2

Users | Roles |PayGroups | ManagePay | Custom
‘ Group Employees ‘1 Fields
l

‘ | Security

@ User List = 2
3 Users
User Name Is Active
Administrator ¥
Ally 9
Sandra Q
Kylie Q
Sam Q
Add MNew User X
User Name |John | Is Active
Password |““ |
Confirm Password |““ |
Employee |Brown, John Sebastian - X |

Enable user to change password

Prompt user to change password at next log in

|| Prompt user to change password every days

Assign Roles

Active |Ro|e

[[]  Administrators
] [ users
» iEss
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‘CHANGING EMPLOYEE RECORDS SO THAT EMPLOYEES CAN USE ESS

17. Modifying employee records © 42: John Brown
H Save E Save 8Close e Close | @ Print @ Previous 0 MNext
e Edit the first employee card by double clicking on the :‘:{Lﬂw B rersonavetas
employee. prp—
= Departments Employee Mot |42
e Under the Personal tab make sure that the employee has a £ Banking Firsthame:  [John
. . 3 5 Middle Mame: |SEbastian
valid email address. B swperamuation e |5
: Pay Praﬁ‘e a5’ iame: rown
. . 2 reviws Date of Birth:  |26/02/1363 B
NB: Unless the employee has an email address they will not be b :
. . . . . 2} Notes & Reminders Contact Details
immediately informed if their leave has been approved or 5 CustomFieds Adcressine 1: [t 2
rejeCted - Documents Address Line 2: |46 Adelaide Street
& Change Log Suburb: |Magi\|
State: |Saum Australis ~ | Postcode: | 5072
Home Phone: |83670188
Mobile Phone: |
Email Address: |jnhnl@pht.net.au
Email Password: |
e Under the Employment tab change the Approval Group in Leave Management

Leave Management based on management hierarchy. Approval Group: | 1st approval group

PROCESSING APPROVED LEAVE IN THE PAY RUN

Once a leave approval officer has approved an employee’s leave the pay needs to be processed. You can check the
Leave Calendar to see whether a leave has been approved or rejected. You can also see that leave approvals are
available when you in the Processing Pay screen.

e Click Process Pays. o » _ »
| (Eom| [ Home Utiities Administration Self Service

E % 73 5 AD Terminate Employee | @ = = ‘ Show Dates

l . ‘W @ A Delete Employee ———/ | i) Reverse Pays
||Grid View|

l

HRM View Edit/View New Employee | Process Payslip |

NB: Processing approved leave is usually done in the normal pay
run.

Employee -\ Send Email ! Pays Queue | 1) Roll Over aPeriod
M Employee | Process

e Choose the employee(s) to be paid.
e Click OK.

e Make sure that the pay processing dates are correct and click
OK.

e A message will appear at the bottom of the screen saying Leave approvals are available for this employee
that ‘Leave approvals are available for this employee’ if the
employee has had their leave approved.

e Double click anywhere on the yellow message bar to archive
leave approvals or view which ones to enter on the
Processing Pay screen.
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L CI'Ck process © Approved Leave ]

Leave Status

Annual Leave 4/02/2013

This will not put the leave hours in the pay it will just remove the
information from the Approved Leave box.

e Click on Add Earnings. © Processing Pay for 42 : John Sebastian Brown
.‘g';. Add Earnings ¢ Add Allowances g Add Deductions
. . . © Add § Edit Eamings
e Click the correct Leave earning and change the quantity
‘ ‘H = H a ‘ 2 || pay Item: [annual Leave
(hours). e v
. zEARDDﬁﬂl ‘Nnrma\Pay Extension: m
e Change the Leave Details to reflect the date range of the frone: | DTS - " ﬂ
ump Sum
ublic Holida [¥] Salary Sacrifice Applies
Leave. oot [ e
EARDO00S Sick Pay
EARDOOOT Time and a Half
EARDO00S Salary Saaifice Lcave Detais.
EARDOO15 Extra duty shift
EAR00017 Trairing Time First Day:  [3/03/2013 -]
EARDOO18 Long Service Leave Last Day: |9fD9f2D13 v‘
EAR00022 Factory Shutdorn Desaription: [Annual Leave |
e Modify the pay to reduce the quantity of the Normal Pay by || Payitem ¥
S v
the Leave hours‘ § Annual Leave 0 7.6000

e Process the pay.
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APPENDIX
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TIPS AND TRICKS

The requester submitted the request after the
leave was taken. Can this still be entered and
approved to reflect correct leave balances?

Yes.

The leave was requested, approved and paid
however it didn’t happen. How do | fix this?

If the leave request has been processed through the payroll and
then later that leave request is cancelled, then it will not
automatically adjust the employee’s leave accrual. When you
process a leave request through the payroll, you have to manually
add the leave pay item. So, in this case where the leave request
has been cancelled after it has been approved and processed, the
employee’s leave accrual has to be manually adjusted or a
negative leave pay item be processed at 0.00 rate. Keep in mind
that if a negative leave pay item is processed, then the employee’s
staff type has to be temporarily changed to not accrue leave.

The leave was requested, approved and taken
however leave type was incorrect. How do I fix
this?

If a pay has been processed against the incorrect Earning you will
need to do a zero pay with a negative number of hours for the
incorrect earning and a positive number of hours for the correct
earning

The leave was requested, approved and taken
however date on original request was
incorrect. Do | need to fix and how?

You are unable to fix this.

What do | need to do with terminated
employees?

Delete their user login in Visipay.Net.

ERROR MESSAGE

Server Error in '/VisipayESS' Application. Runtime Error — This caused by the user being logged in for too long without

making changes.
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