WEB KIOSK

Web Kiosk is used to manage your HR information including personal and
employment details, payslips, and leave.
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GETTING INTO WEB KIOSK WHAT'S IN WEB KIOSK

Type the following into E M}f Pﬂy

your web browser or scan . . .
Log into Web Kiosk, click on Home = My Pay

QR: . .
https://csup.ascenderpay.co 1313 :.r_ll Thﬂtl:l nluct;hl ?Pllﬂl‘l that suits:
m/csup- il Lul ) « Current Payslip
wss/faces/landing/SAMLLan E » Payslip History

ding.j « Bank Accounts

dinEzRx Web Kiosk

« Payment Summary

Payment Histor
Enter your staff username and password L ?

My HR
Log into Web Kiosk, click on Home > My HR>
Then select the option that suits:

Choose your authentication method

+« Personal Contacts
* Emergency Contacts
s Employee Calendar

+« Immunisation Details
Remembir to ki‘Eﬂ these wp to date if Fou mov¥e or conto Cks Chﬂﬂgi

My Leave
Log into Web Kiosk, click on Home > My Leave
Then select the option that suits:

« Leave Requests - to enter leave

+ Leave Balances

+« Leave History

« Leave Booking
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Navigating within Web Kiosk - Home Page

See below for a quick overview.

Search feature

Your present Job title

. =

My HR

My Leave
My Team

My Approvals
My Pay To Do List — for
My Administration _L example approvals
My Reportin that have been
b submitted but not
approved

Used to find areas
My Pay, My leave
(similar to Old web
kiosk)

Your Favourites,
you can change
your favourites at
any time. (via. the
star)

Recently visited
pages on display.
(this will show

automatically)




To Do Lists
Displays actions items based which are waiting for action to be made.

The RED number indicates the number of items needing to be fixed. (eg. 4 records)

L/ L/

_?_l Part Day Leave Request _?_l Whole Day Leave Request

2 records have been submitted 4 records have been submitted

Click on the tile to open the page and then action the items.

My Favourites
These are listed in alphabetical order, there is no limit on the number of items that can be added to Favourites.

Click on the tile to open the program directly.

Click on the star to add/ remove items from favourites. A solid blue star means the item is added.

The outlined star II-II means that the item is not added to favourites.



Recently Visited Pages

As you access programmes within the Web Kiosk you recently visited pages list will be updated with the last 5 (five)
programs you have visited.

The most recently visited page appears first on the list.

The 3 areas for the General user

Under the Home area (top right corner), you will find the three (3) basic areas. My HR, My Leave and My Pay.

My HR

In this area is where you can change your personal details (contacts), view and/or change your Emergency contacts,
view EEO information, Employment Attributes as well as an Employee Calendar.

a N YT T EMED R AN Project/Administration (648679-02) ~
EEEIC Il Employee or Action ﬂ

A Home Personal Details
rFersonai vetals

W

FH
N/ EEO Infor...

To Do

No data to display

Favourites

(\Messages

* * *

Y
l‘ Approve... E Current Pa... D Leave Bala... Personal...

Press on each “Tile” to enter into each area.



To return out of the screen and back to the My HR area, press the RED Back button.

Personal Contact

Cantact Dalaile  Home Plana  Wicrk Phane  Prafarsd Mobila  3real Bddreas 1 Pagl Cada I
Cortars Mhalnis e FE RN 18 Caleda Oreseent 2H00

There is a button for PRINT and fit to screen as well in the area. You will find these buttons on each area to go back and
the print material.

My Pay

This area is where all information relating to Pay is located. Your current payslips, your historical pays from past years
etc.

It will have the following tile areas. Current payslip, Payslip history, Bank account, Payment Summaries and Payment

History.

EITSU TSI TEREN R SN Tl M rojreladmintzrralian (G456 7R-02) -
Suwich

@ Loy Paveull Delaiks
My Py LASL FAaysip

Payroll Details

or

D Paysiio His...

As before, click on the tile you wish to enter.



How to Find my Current Payslip

Go to Home (located top left hand corner), then go down to My Pay and press on the tile Current Payslip. You will
greeted with your current payslip.

As before press the RED Back button or the RED Print button. (if required)

Back l Fit To Window I' Pt I
Payslip
Erployes Hams -
Company Chares Siurt Campus Senaces - ABN 31063446864
Pevicd End 175592020 Prygroup  MAIN C5U Marn Payrod
Admin Locatkon BA Balhwrst Py Date 17-SEP. 2020
Paypoint CS02 CSCS, Ovange Cleanm Payulip Dest Wi Web ok
Joby  Duty Award Class Clewel Loscation Salary PAS Hounrty Rate
oz SUE SERV LS BUAAAAA Ol Oraariges SONNMT 42 SNa53
¥TD Totals Thiis. Pary Wear To Date
Gross: 0 S0 00
Tax o 0
Supes .0 0.0

How to Find my Bank Account Details

Go to HOME (top left hand corner), then down to My Pay. Under the Payroll details screen, Press on the Back Account
tile.

Charles Sturt
University

el e IR ER ARG O Project/Adiginistration (648679-02) ~

EIW\ll Employee or Action ‘

Home  Payroll Details

Current Pa... Payslip His... # Bank Ac... Paymen... Paymen...

You will be greeted with the Bank Accounts area.
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Bank Accounts

Action Payment Method Bank AccountMName Accountd B3B Percentage Fixed Amount Reference
Brank CRU & i Wy O i

You can change your current Bank account details by editing . You can also add a new record by presSing the RED
sections.

You will be greeted by another screen. Enter the details.

Bank Accounts
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Once completed press the INSERT button to finish.

**** REMEMBER —If you are changing any details, like your address, banking details. It is also essential to
notify CSCS of these changes. You will need to fill in the Employee Change of Details Form.

Once filled out hand over to your supervisor for processing.


https://www.csu.edu.au/enterprise/cscs/staff-resources/procedures/Employee-Change-of-Details-Form-CSCS-603715a.pdf

How to get to the My Leave Page =| Charles Sturt
University

From the Home page, top left hand corner find the Home & Home icon.

Scroll down to find My Leave.

You will be greeted with the My Leave area.

Leave Leave Balances Leave History Roster
Requests

This page will show all the items, such as Leave Balances, leave history, leave requests and a countdown clock to show
exactly how long before your next leave.

As before, you can use the star to Add/ remove from the Home page. (for example, Leave request tile can be placed on
the Home page as a Favourite is desired)

How to get back to the Home page

Clicking on the Home link, located on the top left corner to return to the Home Page. Charles Stu
University
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Leave Booking Requests

To make a leave request. Select My HR, then leave, then Leave requests.

If it is a Favourite on your Home Page, press on the Leave request tile. /

A solid STAR
indicates itis a
Favourite

You will be shown a different screen. To enter a leave booking select the blue Booking Request area.

Leave Request

1. SICK - Personal Leave (Sick, Corers =JLIN-2020 05-JUN-2020 500 Days Submitied

Leave Booking Requast

Leave Balances

Leave Type Cailculation Date Next Accrual Date Actual Balance Pro-rata Balance Total Balance Unit
Annual Leave 20-AUG-2020 21-AUG-2020 1631 0 1631 Days
Domestic Vislence Leave 20-AUG-2020 G1-JAN-2021 15 0 15 Days
Long Service Leave 20-AUG-2020 21-AUG-Z2020 5319 0 3319 Davs
Personal Leave (Sick, Carers) 20-AUG-2020 WI-JAN-Z021 57.588 o 57538 Days
Spacia Leave 20-AUG-2020 H-JAN-2OM 10 o 10 Days

Future Leave Bookings

No Records retumead

Enter the appropriate information into the boxes. (see next page for leave wording definitions)

Leave Booking Request

Part Day (]

Leave Code Personal Leave (Sick, Carers) v
Start Date 18-AUG-2020

End Date 21-AUG-2020

Unit

(P/Time staff to book in |I:|avs b |

Hours)

Medical Certificate (Y/N) |‘rfas v |
Medical Certificate File | Choose File | MedicalCertificate doc

Other Doc. w

Leave reason (if required) |Carers Leave (comment below)

Comment

mmw




Part Day — Pick this checkbox if the leave request is for part day. (Please note this must be done prior to selecting a
leave code to trigger the correct fields for booking type and units for part day leave)

Leave code - Pull down the drop down list and select the appropriate code by clicking on it.
Start date — Enter the date the leave is to commence.
End date — Enter the date that the leave is to finish (this field will not display if the Part Day checkbox is ticked)

Unit — Enter the date for the leave booking eg. D for Days, H for Hour (this field will not display if the Part Day checkbox
is ticked)

Hours — Enter the number of hours required for a part day booking. This field will only display if the Part Day checkbox is
ticked.

Medical Certificate — Enter Y if you have a medical certificate for sick leave or N if you do not. This is a mandatory field
for Sick Leave bookings in excess of 3 working days. * Click on the browse button and navigate to add and attach the
document.

Reason — Choose a reason for the leave from the drop down list.

Comment — Enter any additional information in here as comments.

Actions to complete the leave request are a follows.

Press the Submit for Approval button. _ﬁm

Can press the “Clear” to reset the screen (and display a new Leave booking request screen)

Can also press “Cancel” to return back to main Leave request screen.

NOTE : When the booking is submitted, it is not automatically

approved. There is a system in place to check your available Leave Booking Request
balance for this type of leave. Talk to your supervisor about your BONE
[ !
leave entitlements. Your request has been processed
Leave Code SICK - Personal Leave (Sick, Carers)
Start Date 18-AUG-2020
End Date 21-AUG-2020
Amount 4
Unit
(PITime staff to book in Days
Hours)
Medical Certificate [Y/N) Yes
Medical Certificate File
Your Request list will display all current and future leave bookings Other Doc.
that have been submitted for approval, or have already been Leave reason (if required) Carers Leave (comment below
approved by your Supervisor. .. Comment

*’ Back to Leave Requests List




Change Jobs within CSCS

If you change jobs across your working life at CSCS, you will need to change your view in Web Kiosk to a specific job
when needing to book leave or look at the history at that appointment.

1. Select the relevant job from the list in the top menu. The context of pages will change to that of the selected
job. Some pages will include more tiles, for example Timesheets.

Job [~ | m Rosen, Ruby ¥

Finance Manager (ABLV02-01)

Treasurer (AB444-02)

Logging Out of Web Kiosk

To exit the Web Kiosk use the Logout option. This is located at the top left hand side of the navigation screen on the
menu.

Press on the name area, then scroll down to Log out.
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® Logout

Apprenve Trandactiodi FLS  Current Payilip

Help and Assistance

If you are experiencing difficulties with Web Kiosk and require more assistance, email the HR Service centre,
hr@csu.edu.au or the IT support on 1300 653 088.


mailto:hr@csu.edu.au

