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1. Accessing Uconnect

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

To get to Uconnect, look for

TheSource DN U

Click on Uconnect

Login Screen

ichris - International Comprehensive Human Resource Integrated Software

ﬂ GREATER

DANDENON G
City of Opportunity

Username asmith

Uconnect currently lecked for payroll
processing.

e —

If payroll have locked Uconnect, you will see a message 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

MRS SMITH A 9

asmithicgd.vicgov.au ES

View Last Payslip

=3
DOEJ GREEN L MARTIN O
prrm— =) Py Lnks
prosrm——
My Roquests (4) o [R Lesve Guideine:
aa R e
e P .
g - — ]
) | Beguestleave 10472024 GREEN L 2umaj2008 nm P — e =
sa
y  Re 03/05/2024 GRENL 03/05/2024 Baddd
Sick - Company News ichuis Calendar
0 My 2028 v
Bequest Leavs 15/05/2024 GREEN L 15/05/2024 BAd Wel 10 the New UCos t ¥
Rostered Day Off = e Sun Mon Tue Wed T F sat
T (e oy T e ok e T e T 2 —
y Popmn . : . . . " o
s ot trigt i 41042024, e wil e procesingal i sbests ey e o
" u " s .
e % EY @ 2 2 4 25
% . A : "
- T L LTI T

TEST TEST TEST TEST TEST

1. Planner Tab

2. Details of staff member whose page is displayed. This can be different to the staff

member logged in.
3. Staff member logged in, click on name to ‘Logout’

4. Quick links. These links will take you directly to Apply for Leave, Cancel Leave,

Timesheet Request or View last payslip.
Direct reports

Task Manager; Requests submitted by staff that need to be actioned.

5

6

7. Leave balance for staff member currently showing in section 2

8. Policy Links. These links will take you directly to the pdf file requested.
9

Company News

10. Calendar for staff member currently showing in section 2

- This will appear on the bottom right corner if the system is still loading, please wait till
this disappears before continuing.

This button will take you back to the previous page.
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1. Viewing the Staff Planner (1)

Managers or staff member with direct reports are able to use the Planner to easily track past and future events,
such as public holidays and leave in a monthly view. The Planner displays colour-coded events in a calendar for
each direct report.

Managers can view their staff members' activities using the Planner. You can access the planner directly from the
home screen by clicking on the Planner Tab in the top left.

To use the planner

1. ‘Select All' to show all employees at once or just select the employees you wish to see.

\ 2. Once you have selected the employees you wish to

view click on ‘Done”

earch

DOEJ - 03214
Organisational Development Consultant

GREEN L - 02515
Organisational Development Consultant

MARTIN © - 02100
Organisational Development Consultant

Below is an example of the information shown
If you hover your mouse over any date you will be given more information

Show Today 44 4

Roster (@ Pubic Hoiiday (@ eooked Leave ] ELES (@ submitted Requests

HEEEN

If you hover your mouse over any date, you will be given more information.
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2. Viewing Staff Basic Details (5)

Supervisors, team leaders and managers can view their team’s employment details via Uconnect. Some details
include;
e Leave balances e Salary details

e Position history e Contact Details

To view details of the staff reporting to you
1. Click on the Staff member you wish to view anian ¢
2. The screen will now show this staff member Leave balance, Leave & Timesheet Requests and Calendar

i e 03 (@) o CESNENN | =

3. Click on the employee’s name to view their employment details — once selected their name will be
highlighted in yellow

The top banner will change from your name to the employee’s name
You can then navigate around Uconnect to view staff details

3. Viewing Staff Other Details

After selecting staff member as above, click on 3 dots in top left corner, this will then give
you the option to select information from the 5 folders:

Ee
ﬁmhmﬂm:my . . ..

= e Details: Address, Details & Position

(5] Acdresses (e0m) e Leave: Balances, Request, Taken & Cancellation

[E] petails (0E) . .

[} positon (P08 e Salary Info: Allowances, Deductions, Bank Details, Super, Salary &
B Leawe History

BB Batances (18S)

i Leave Balances Report (Z14) ° Staff: Out Of Office

] Request Leave (LAP)
Hlreaesiee v | o Timesheet Entry: Timesheet Request & Processed
] Taken ()
P salary Info
] Attowance (aLw)
[E] Bank (pvo)
[E] peduction (DED)
] Pay History (PHQ)
[E] pension/Provident/Super (SUP)
] salary (smn)
P staff
[E] out ot office (EDE)
P Timesheet Entry
[E] Request Timesheet (KTS)

[E] Timesheet Processed (KTP)
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4. Approving Staff Requests (6)
You are responsible for approving leave and timesheet applications made by your staff.
The outstanding applications are viewed on the home screen under Task Manager.

1. Click on Request Leave & then on the leave request to be reviewed.

Task Manager

Request Timesheet

iAc‘liuns -
T SuriDae —[Sumame s ——JendDete s

O Request Leave

-
19/04/2024 ‘GREEN L 24/04/2024 33777

Sick Leave

Or select Request Timesheet & the Timesheet request to be reviewed.

Task Manager -

Request Timesheet Request Leave Leave Cancellation

‘ Actions | ~
-

e GREEN L 11/06/2024 33.00
Timesheet

2. This will bring up the employees leave or timesheet request in detail. (including current leave balances)

Leave Request

H Leave > Request Leave (LAP) © ( R | =
(!) S GREENL(02515) ot 061102016 © © 0 O C ©
Age 25 rganisstonslDeslopmant Consutant - vy Yo r oy

0508 RetemaOmyOF 00 A g

Tomwanes Secktane sc : 520435 Worog Doy
H et 4525 s
B P

52436 Workng Doy

wus2854 Hous
00000 rking Dy

00000 ours

Timesheet Request

Timesheet Details -~
Date Worked

11/06/2024

Type *

Timesheet (STD)

Load Codes

oT15 Overtime @ 15 3.00
or2 Overtime ®20 400
o125 Overtime ® 25 500
MEAL Meal Allowance 600
ONCL Oncall Allowance  7.00
e TIL 8ank @1 200
Total Hours

33.00
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3. To Approve or Decline click on the relevant button on the top left.

0 ,G Search (F&)
© O © OO

Mew Approve  Resubmit  Decline Refresh Help

Green tick with ‘Success’ will appear to show that the process has been completed.

v

Success

Exceeding Leave balances
If a staff member has applied for leave that exceeds their balance, you will now receive a warning
(below)

0 Notifications >

BRE Messages Q
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

You can ‘Cancel’ & then ‘Decline’ the request or select ‘Continue’ & ‘Approve’ the leave application.

The system will now automatically process any hours that exceed their balance as ‘Unpaid Leave’

applied.

5. Going on Leave — Out of Office

To redirect your teams UConnect leave and timesheet approvals.
Before you leave the office on your last day before leave, it is imperative that you set up your UConnect out of
office.

T

[ petails Preferences ~
D T Absentee Manager

D Salary Info

P staff

D Timesheet Entry

1. Go to the ‘Staff’ drop down option and then select ‘Out Office’.
2. Click on the three dots next to the ‘Absentee Manager’ box.
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3. Type in the acting employee’s surname name and click find

Absentee Manager Lookup

4. Click on the applicable name.

5. Click ‘oK. __ [

i
6. Press ‘Save’ H on top right of screen

To remove Absentee Manager

1. Delete acting employee’s name from Absentee Manager field

Absentee Manager
2. Press ‘Save’ l.] on top right of screen

Any questions, please email payroll.inbox@cgd.vic.gov.au

6.Running Reports — Leave Balances Report

A leave balances report will provide you with your staff members name, total annual, sick, long service, RDO and
time in lieu balances (as applicable)

1. Go to 3 dots in top left corner of screen

Menu * .

D Details

D Salary Info
(] staff

D Timesheet Entry

2. Drop down the Leave folder, click on Leave Balance Report

P Leave

E Balances (LBS)

E Request Leave (LAP)
E Request Leave Cancellation (LVC)

I;] Taken (LVE)

[.Uconnect Instructions for Managers 2023-01-19] Page 7 of 9 As at: 22/7/2024 7:56 AM


mailto:payroll.inbox@cgd.vic.gov.au

Eao

Menu D ¢ .

[ Details
P Leave

BH patances (185)

[E] Request Leave (LAP)
[E] request Leave Cancellation (LvC)
[E] taken (i)

[ salary Info

[ staft

[ timesheet Entry

w

o o

BRE Messages

Leave Balances Report (Z14) report submitted to be run.

Leave > Leave Balances Report (Z14) ®

Click Run, in top right corner

(i) ELITYr.. o, ~ |

Run Options:

o Choose when to run the report and select Run.

O schedule v
O Add to batch v
Report Options for Leave Balances Report ~

Save Report on Report Output window

{ B Save File on Report Output window

Format XML W

O EmailiQutput v

Security Class

Work Group
Regional Options

Days to keep on Report Output

For the report to show in Excel format select ‘Save file on report Output window’ ‘Format XML’

Once complete this message will appear at bottom of screen.

8. Click on Report Output

Report Output

Reports

o LVEBALKML
Desigplad Report

9. Click on Files

10. Report LVEBAL will be listed, highlight, and click on E symbol, select Spreadsheet

BB @ O

& Spreadsnest
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Downloads £ Q e P

LVEBAL (1).xIsx

Ornen file
Upe e

11. On downloads click Open file

Excel report with staff leave balances will open

11/06/2024

Report title: Leave Balances Report

1:11:21 PM

Report name: LVEBAL

Selections:
Staff Member Preferred Name Surname Total Annual  Total Sick Total LSL Total RDO  Total .T|me in
Hrs Hrs Hrs Hrs Lieu

02100 Olivia MARTIN 135.30 515.49 460.00 9.00 2.81

2515 Lily GREEM 399.20 4465.28 83.00 7.89

3214 Jane DOE 37.00 96.00 24.00 2.25

3216 Annabel SMITH 4.80 48.79 L5.50
575.30 1106.56 460.00 117.00 18.45
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