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Uconnect Self Service Kiosk - Staff VoW Cisy of Opportunity

Go directly to https://thesource.greaterdandenong.vic.gov.au/

To get to Uconnect, look for

TheSource NN

Click on Uconnect

UConnect

Login Screen

ichris - International Comprehensive Human Resource Integrated Software ’7 R ——
ichris - International Comprehensive Human Resource Integrated Soﬁvlare

O Staff Members are currently not allowe s self-service, try again later,

Wy CREATER WA (rearir

/ _ DANDENON(G DANDENONG

City of Opportunity City of Opportunity
[ e

‘ﬁ@‘ powered by Frontier Software - “Ra ppowered by Frontier Software

If payroll have locked Uconnect, you will see one of these messages to let you know.

Please note due to Single sign on, your username and password will always be the same as your system login
details. It is recommended to NOT have your password saved with Microsoft Edge.

*If your system password is updated, this will automatically update your Uconnect password.
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UConnect At A Glance
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Welcome to the New UConnect sun Mon Tue wed Thu Fri

The new look UConnectis now five, please refer to the Manual to help you navigate the sytem. 6

Please 21/04/2024, we wil D 7 8 ° " 12 3
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1. Planner

2. Details of staff member logged in.

w

Quick links. These links will take you directly to Apply for Leave, Cancel Leave,
Timesheet Request or View last payslip.

Task Manager; Requests submitted by staff that need to be actioned.
Leave balance for staff member shown in section 2
Policy Links. These links will take you directly to the Pdf file requested.

Company News

© N o o &

Your Calendar

e
- This button will take you back to the previous page.

- If this is in the bottom right corner next to the bell symbol, the system is still loading.
Please wait until this has gone before proceeding.

To logout click on your name in the top right and click on Logout

Using Quick Links (3)
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Leave Application

Future Leave Cancellation

Timesheet Request
View Last Payslip

Leave Application
Click on Leave Application

Leave > Request Leave (LAP) ®
MRS SMITH A (03216) Joined: 10/07/2023
‘Age: 48 Organisationsl Development Consultant - Serior -

Roquest Leave List

© HoXGC @

Drsft  Submit Delete  Refresh  Help

Request Leave

oo~ Jl sopicaton peuis

03/05/2024 Annual Leave ANN | -
30/04/2024 Annual Leave ANN .

This will take you directly to the Request Leave Form

1. Select the leave type i.e. Annual Leave, RDO, TIL, Sick Leave
(this will display your current balances for that leave type)
Select Start & End Dates

Select Days or Hours to be taken

Check tick box for medical certificate if applicable

Enter Leave reason if required .
Click Submit in top right corner

ook wN

Submit

Your Manager / Supervisor will be notified of your leave request via email.

Leave Balances

Your current Leave balances are show in the graph on the left, the Total leave balance equals both the accrual
and entitlement added to together. Example: 107hrs (Accrual) + -24hrs (entitlement) = 83hrs Currently available

Application Details # N Calculated Balances -~

Total Days
16.2187 Days

Balances -~

Annual Leave (ANN)

Start Date *

04/11/2024
e Total Hours
g End Date
2 1207493 Hours
06/11/2024
0
¢ Entitlement Days
- 16,0625 Days
24 200
ACCRUAL ENTITLED Entitlement Hours
1285000 Hours
Gl 01562 Days

1.2493 Hours

<

By clicking on the Query Balances button, this will show the leave balance at the time that the leave is taken.
Note: Part-time employees annual leave, does not show future dated leave balances.
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Leave Balance Exceeded

If applying for leave without the available balance, the system will give you a warning (below).

0 Notifications )

BRE Messages (x}
Warning-LAP122-Leave balances exceeded. Overflow rules will be
applied.

I Info-BRE231-No update option chosen. Entry was not updated.

@ Confirmation

Leave balances exceeded. Overflow rules will be

If you select to continue and Submit your Team Leader / Manager will also receive this warning, if this leave
application is approved you will automatically be paid ‘Unpaid Leave’ for any hours exceeding your balance.

applied.

Cancel Leave
To cancel leave that has not yet been approved.

1. Click on Leave Application (via Quick Links

MRS BATSON A C (03216) Joines: 10/07/2023
Age: 48 Organisational Development Consultant - Payroll & Projects -

Submi

CE N (T D CE T
P [ cuer patances | o

61346 Working Days
010872024
= f 49.0769 Hours.
= 010872024
R 0 0
o

508956 Working Days

100

H
800

490769 Hours
0.0000 Working Days

00000 Hours

2. Select Leave you want to cancel

3. Click Delete

Timesheet Request
Click on Timesheet Request

P— This will take you directly to the Request Timesheet Form
04/05/2024 2]
iz 1. Select the date worked
Trmestest 6101 2. Click on the 3 dots and select timesheet template required
3. Click on EEEEErE
4. Enter hours to be claimed
e —— 0 5. Add note with reason, start & finish time and time taken for lunch/meal break,
e Overtime ®20 000 by clicking on the notes icon on the left side then the for a new
o123 Overtime @ 2.5 0.00
note.

MEAL Meal Allowance 0.00
ONCL Oncall Allowance 0.00 ( IISJEIS'DIASEAFM\
TILB Time in Lieu Bank 0.00 UC Meeting

8am to 4pm

S lunch

1) o)
Total Hours —
6. Clickon @  to submit this request

Your Manager / Supervisor will be notified of your leave request via email.
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View/reprint Payslips
Quick Link View Last Payslip
This will take you directly to a copy of your last payslip

Click on & in the top right corner, to reprint a copy.

ﬁ GREATER

DANDENONG
N City of Opportunity

MRS Annabel SMITH Pay Date: 13/02/2024
S Pay Period: 29/01/2024 To 11/02/2024
. ]

2u
Award Description: Band 70 (N Annual Salary
L]

M

Description Hours Rate This Pay This Pay Components
Salaries [___] -

Allowance
Bank Transaction Fee - ALW 0.00 0.00

Deductions
Sal Sac Car Parking DED 0.00
suP 0.00

Study & Training Loan Amount

Total Deductions

Gross

Taxable

Tax

Net Pay

Superannuation
=
Host Plus Super - COY

E D al ]

| Leave Taken | Start Date | End Date |

T

=]

£

a
a@ =]
= =)
=1 E =]

Official Copy of City of Greater Dandenong Payslip
ABN 41205538060

Viewing HR Details
Using the Menu icon in the Navigation bar, Staff Members have access to their details

LK

y
= *B

D Details

e MRS SMITH A

D Salary Info Organisational Development Consultant - Senior
asmith@cgd.vic.gov.au

[ statf

D Timesheet Entry

)

Details Folder
Under the Details folder your Address, Personal details & Position information are available.
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Changing your address

b Details

(=] vetails (0ET)
[ position (pos)
D Leave
D Salary Info
[ statt

D Timesheet Entry

Rl

Addresses List

Addresses

&7 |Address Type

EMERGENCY
CONTACT

RES
POSTAL ADDRESS

Enter your new details
Press ‘Save’ H on top right of screen

Select the address you would like to change

RES (H)

Address Line 1

65 Smith Boulevard
Address Line 2

Suburb / City / Locality
SMITHTOWN

State / Province / County

Victoria (VIC)

Post / Zip Code

3111

Country
au (AU)

Area Code
03

Phone Number
0412123 458

Mobile
0412123 456

To change your address go to Details > Addresses

There are three address types; Emergency Contact, RES (home address) and Postal Address
change or remove the information Address Line 1 under the Postal address e.g. Elec — 02100

Leave Folder

. *Please note: Do not

Under the Leave folder all your leave information is available including leave requests, Leave cancellation and leave

taken.

[ petails

b‘ Leave

F7EB galances (185)
i Leave Balances Report (Z14)
E Request Leave (LAP)

[E] Request Leave Cancellation (LYC)

D Salary Info
[ staff

[ Timesheet Entry

& |Leave Type

Time In Lieu TiL
Annual Leave ANN
Time In Lieu L
Sick Leave SIC
Time In Lieu TiL
Time In Lieu TiL
Annual Leave ANN
Annual Leave ANN
Sick Leave SIC
Sick Leave Sic
Family Leave FAM

19/01/2024
08/01/2024
29/12/2023
19/12/2023
06/11/2023
13/10/2023
03/10/2023
02/10/2023
15/09/2023
22/08/2023
04/08/2023
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Time In Lieu (TIL)

Start Date *

19/01/2024

19/01/2024

Days Taken
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Salary Info Folder

Under the Salary folder your information for Bank details, allowance, deductions, Salary and Superannuation details
can be viewed / Updated.

Changing primary bank details

g

[

D Leave

D Salary Info Bank (B)
[E] Attowance (ALW)

Bank
Dummy Account (00)
[E] Deduction (DED)

E Pay History (PHQ)

E Pension/Provident/Super {SUP)

Eranch

(000-000)

(5] satary (smn) Branch Address
[ statf

D Timesheet Entry Account Number

123456789

Account Name

SMITH A
To change your banking details go to Salary Info > Bank
Enter ‘bank’ as your first 2 digits of your BSB number
Enter your BSB, Account Number and Account Name
Press ‘Save’ H on top right of screen

oo bdh =

*If you are unable to save your BSB please contact payroll via email (payroll.inbox@cgd.vic.gov.au)

Additional Bank Accounts

If you would like an additional bank account to be set up, please email payroll.inbox@cgd.vic.gov.au

Once your additional bank account is set up you can update the amount being deducted via the kiosk.

eave ipti o
mp Stert Date Account Name Amount To Date
B salary Info GYIUEES CiE | owot/2024 Smith A 0.00
[EJ—— Tor0es ac
’ Code Account Number Arrears Amount
[E] Bank (pvD)

Bank Account 2 (BNK2) 87654321 0.00

Bank
Dummy Account (00)

R Maximum

sttt (000-000) oo
[ Timesheet Entry E— T Total To Repay
®m 0.00

1. Go to Salary Info > Deduction

2. Select the secondary bank deduction you would like to change

3. Change the amount

‘ ) 1 .
4. Press ‘Save H on top right of screen
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Timesheet Entry Folder

Under the Timesheet folder you can view previously requested timesheet waiting for approval and timesheets that
have been approved

Timesheet Processed List

v T Tonm
D Leave &’ |Date Worked Description .
[ sslary Info 02/05/2024 Timesheet sTD ~ 02
D Staff 04/01/2024 Timesheet STD
03/01/2024 Timesheet STD
B Timeshect entry 28/12/2023 Timesheet sTD Processed | Approved
B Request Timesheet (<15) 05/12/2023 Timesheet sTD
04/12/2023 Timeshest STD Type
Timesheet (STD)
01/11/2023 Timesheet STD
25/10/2023 Timeshest 5D TP
04/10/2023 Timesheet sTD 150
30/08/2023 Timesheet STD
0T15 Overtime @ 1.5 0.00
or2 Overtime @ 2.0 0.00
0125 Overtime @ 2.5 0.00
MEAL Meal Allowance 0.00
ONCL Oncall Allowance 0.00
TILB TIL Bank @1 1.50
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