ORIA Department

State of Education
Government

Employee Onboarding Guide

Introduction

Employee Onboarding is a centralised location for you as a new starter to enter your essential information,
undertake mandatory learning and learn about the department’s policies and programs.

The process is streamlined and ensures the department meets its obligation to you and empowers you to
maintain personal information in eduPay. This process is as follows:

e Business Manager/HR Administrator completes the Manage Appointments process in eduPay.

e The system creates the onboarding event and sends a welcome email to new staff or rehired staff
with a break in employment of 6 months or greater.

e Principal/Business Manager/HR Administrator provide employee with their employee ID and
education email account password to the new staff member.

¢ New employee accesses their education email account (eduMail) and clicks the link in the welcome
email to log into eduPay.

¢ New employee completes the onboarding program (following) and is ready to hit the ground running.

Quick Steps

Step 1: login to eduPay

Login to eduPay using your user ID (education email address) and password provided.

VORIA
e eduPay

Employee homepage appears — Click Get Started. The tile turns purple when selected.

OnBoarding Activities

rﬁ Get Started

s

No Announcements available
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Step 2: Navigating the Welcome to the Department page.
e The Welcome to the Department page displays.
e The left-hand menu shows the steps to be completed.

e There may be individual steps also within the main task. Click the small arrow to open each section
where required.

o Review the page, when complete, click ‘Mark Complete’ in the top right corner. A dialogue box asks
you to confirm that you want to mark this page as complete.

e Click Next

e The About You page displays. The left-hand menu shows each step to complete at each stage. The
required steps are identified with a *.

e Note The Mark Complete button finalises each step. If you are unable to complete a particular step,
click Next. The step remains In Progress, and you will be able to come back at a later time to
complete the step. A completed step shows as Complete with a green tick. Incomplete steps display
on the Onboarding Activities tile on your Employee Self Service homepage.

X Exit Schools Onboarding :
Mark Complete ‘ ‘ Next > \
|
Welcome to the Department
® Visited - Welcome to the Department
How to use On-boarding Welcome to the Department of Education and Training.
9ot Statied. The Department’s schools onboarding program will give you the opportunity to learn more about our organisation, your group and your role. This
focused and structured program will ensure that you meet the requirements for new employees and are familiar with a range of policies and programs
» About You via eLearning, reading and links to variety of SharePoint and intranet sites.
O Net Started | encourage you to engage with your onboarding program, which will equip you with the information you need to embrace your work with the
Department. We wish you every success as you embark on your introduction to working with us.
» Once You Start Regards,
O Not Started
Tony Bugden
Conclusion Executive Director | People | People and Executive Services Group
O Not Started
Summary
O Not Started

Step 3: Update your details in the About You

e The About You step allows you to record or confirm important information that is required as part of
your employment. A number of these steps are critical in calculating and processing your fortnightly
pay.

e The required steps should be completed as soon as possible to ensure your fortnightly pay is
calculated and paid to you.

Schools Onboarding -

Merk Complete < Previous || Next >

Welcome to the Department Home Address

Complete 86 Cooinda Rd
Current >
BEACONSFIELD, VIC, 3807
Mailing

4 About You
© InProgress No data exists.
% Verify Home and Mailing e

Address
© In Progress,

%  Enter Bank Account and Pay
Distribution
O NotStarted

% Enter Superannuation Details
© Not Started

%  Enter Tax Details
© Not Started

%  Verify WWCC Details
© Not Started

% Verify VIT Records
O Not Started
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Step 4: Verify Home and Mailing Address.

e To update your home address, click the address row and update details on the page that opens
¢ Record the City/Suburb/Town in the City/Postcode field.

Welcome to the Department Home Address

Complete 11 Home Street
Current >
BEACONSFIELD, VIC, 3807
Mailing
4 About You
© InProgress No data exists.
Add Mailing Add
e ——
Address
© InProgress

e Note: All current available postcodes are in eduPay. Follow the instructions at the top of the page to
update your City/Postcode.

Not

er either City/Sudurb of Postoode
Suourb 3nd Postoode are matched accoreng to data proviced by Australia Post

The Depart 2quird to provide employee aodress detalls to arganisations such as the Australian Taxaton Office and superannuation funcs. Address detalls are required tof
rmiatch with thase hald by Australia Past

Change As Of [13/08/2021 )
Address Type Home
Counlry (Australia Q
Adarass 1 (11 Home Strest ‘
Address 2 | |
City / Postcode | Q

City BEACONSPELD

State Victoria

Postcode 3807

e Click Save to update and return to the previous screen or cancel to return to the previous page
without saving any changes.

e To add a Mailing Address, click the Add Mailing Address button. Only record a mailing address if
required. It is not necessary to record your home address in the mailing address section.

e When complete, Click Mark Complete to finalise this step and click Next.

Step 5: Enter Bank Account and Pay Distribution
e Banking has two steps:
A. Create your Account (click Add a New Account)
B. Pay Distribution - where you want to distribute your pay to.
e Both steps must be completed. Record the relevant details into the fields on the resulting pages.

Schools Onboarding

Mark Complete

< Previous || Next >

Welcome to the Department
© Complete

How to use On-boarding
Complete

4 About You
© InProgress

%  Verity Home and Mailing
dress
O Not Stared

%  Enter Bank Account and Pay
Distribution
© InProgress

Bank Accounts

You have not provided any Bank Accounts.

Add a New Account

Payment Distributions

You have not provided any Pay Distribution Instructions.

Add a New Payment Instruction

Employee Onboarding Guide
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e Complete Step A
o Enter the Bank ID (eg: NAB for National Australia Bank — use the lookup to find your bank),
o The BSB field will appear, record your BSB and account number and name.

o The actual Account Name should be used, not a ‘nickname’ for ‘favourite’ name you may
have such as ‘holiday account'.

o Save
Bank Accounts
Bank Details
i ]

- el T
Status [ Active ()

“Country l&usira ia QJ

Account Type Regular

“Bank ID l cl]

*Account Number [ ]

“Account Name [ ]

Australian Dollar

Attachmenls

o documents have been attached

Add Attachment

e Complete Step B

o The Payment distribution is where you can allocate all or part of your pay to one or more
accounts. For this example, only one account is being used. The single account will default
the distribution information.

o Save

Payment Distribution ﬂ

Distribution Details
[i]

Status ’ Active |L-|

Default Election | No
*Payment Method | Bank Transfer v
Bank Account A

. e
Use for any Remaining Pay | Yes | )

Percent [ ]

Amount | |

*Priarity [1 ]

Partial Allowed Yes

e The bank account and distribution details recorded will display on the page.

e Click the Mark Complete button in the top right of the page and click Next
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Step 6: Enter Superannuation Details

Record your superannuation requirements — This is where the Department will pay your Employer
Superannuation Contributions to. As there is no entry on eduPay, the system defaults to record the
SGC entry.

This entry is mandatory.

Select the fund type from:

1. Department default (Aware Super) — all details populate automatically, record a membership ID if
you have one. Aware Super membership ID can be left blank, and a new account will be opened
for you.

2. Other Choice of Fund — you record the Unique Superannuation Identifier (USI) for your
superannuation product. Tab from the USI field and all known details will populate. Record your
membership ID (required)

3. Self-Managed Super Fund is selected, record the ABN, if the fund is not known on eduPay a
hyperlink appears and you can enter your SMSF fund details.

4. To save you must click the Declaration slider to Yes. Save

Further comprehensive help to Enter or Update Superannuation Details is available on the eduPay
Help page on eduGate.

Click Mark Complete in the top right corner when complete and click Next.

Schools Onboarding

ek ompere | ‘ [« previs | (ot > ]

About You - Enter Superannuation Details

Classroom Teacher Range 1

nt fund o your own APRA fund (fund regulated by the Australizn
super fund (SMSF)

Step 7: Enter Tax Details

The Enter Tax Details page displays.

Record your tax details. This page replaces the Income Tax Declaration form. A copy of the form is
not required.

Record your Tax File Number — a validation is completed once recorded and the Status field will
update automatically. Once the TFN is added the field is locked and cannot be edited in this process.
Enter the number carefully, 9 digits, no spaces or special characters.

Update the basis of employment — select from Full Time, Part-Time, Casual, indicate if you have a
STSL debt (HELP/HECS)

Add Medicare Levy Details — click the Slider to Yes to access the Spouse and Dependents fields.

Click the Calculate Tax Scale button — in the resulting page update each question accordingly (click
the slider), Click OK to carry this forward, or cancel to return without updating these questions. Note
this is important for calculating the correct tax amount from your pay.
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e Click the declaration slider to indicate that your entries are true and correct. Save

e Click the Mark Complete button at the top right and click Next. The Working With Children Check
Detalls page appears.

Schools Onboarding

Md‘kCM‘NH“‘ ‘ [(h). s || Next >
]

Welcom o the Department
© comelee About You - Enter Tax Details

Please enter your TFN etails below. Your TFN details are required for all your employment instances

Tax File Number
4 About You

e *TFN Status | Not Supplied ~
% Veriy Home and Mailing Tax File Number 000000000
Address e

O Notsunes

Tax Details
% Enter Bank Account and Pay “Pay Entity
Disiribution
& Complere DEPARTMENT OF EDUCATION

% Enter Superannuation Details
© Norstaried *Basis of Payment [ Full Tme +

% Enter Tax Details “Tax Scale

© InProgress I
stst () No )
X Verity WWCC Details y
O NotStaned Medicare Levy Details
Calculate Levy Adjustment () No )
% Verity VIT Records
© NotStarted spouse (| No

Enter Preferred Name Nor of Dependents ]
© NotStared
Calculate Tax Scale
Enter Phone Numbers

O Notsunes Declaration

Enter Cuttural Information I dectare that the informat

© Not Started

Enter DisabilityIdentication -
0 Notstarea save

Step 8: Verify WWCC Details
e This step records the Working With Children Clearance card details.

e This step is only applicable for non-teaching employees such as Education Support Class employees

who are required to hold a valid employee type Working With Children Clearance check as a condition
of their employment.

e Record the valid WWCC card if required. Employees who do not require a WWCC may mark this as
complete and click Next without entering information.

e Click the graphic in the Confirmation Status column to add your card details in the page that appears.

[x e | Schools Onboarding

Mark Complete

< Previous | |t >

Welcometo the Department - New Window | Help | Personaize Fage
@ Crmwien Working With Children Check Details

Robert

" rctn i avomer s manadator for all Educaton Srgert Aled Hesth
Atem o loyee). Onty VPS empicyees who have been scvised ther foie requires them (o have 8
© nProgess

o oy fyeaier
% Verity Home and Mailing z g cooth of menant conmerts
Address. N

0 NotStarted

% Enter Bank Account and Pay . confim or change the recerded WG Check detais i ansure they are coreet
Distribution

© Complete

% Enter Superannuation Details

© Not Started
* you have corfrmes the mxstng WHC Check e¥ormason resorded agains your nama i comect or
% Enter Tax Details ® yous HR Acminisiator nas recenty Lodated yous recoed on jour benst
0 Not Stanted

% Verify WWCC Details
‘ I:va& Working With Children Check Details

5

% Verity VIT Records
0 NorStaned Confirmation Status  WWC Check Card No WWC Check Card Type Expires On WWWC Check Status

X

Enter Preferred Name

e Tick the | have an Employee (E) WWC Check Card checkbox. This opens the fields to record your
card details.

e Record the number displayed on your current card.

o Enter the expiry date displayed on your card.
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It is recommended that a copy of your current card is attached to your record. A PDF, Word or small
graphic file can be added — click the Attach/View File and follow the prompts.

e Tick the “I confirm...” box.

e Save.
[Confirm WWC Check Details
Robert

Confirm your details and update them if required then press Confirm & Save
WWC Check Details

Itis manadatory for all Education Support, Allied Health and Nurses to have a current and valid employee type
WIWC Check card with an 'E' recorded.

¥ 1 have an Employee (E') WWC Check Card WWCC Card Type: Eiloges

WWCC Card Number: % Status:

Card Expiry Date: ] Temporary Override: ~ No

Attachments.
Piease attach o

Size Limit: 2 MB

I 1 confirm that the information in this
i have 3 current emoloyes (E

e is rue, complete and acourate.
«Card.

Confirm & Save Return to Working With Children Check Details

Note: Only an Employee type card is valid. Do Not record a Volunteer card as this cannot be used for
employment.

Click the Mark Complete button in the top right corner when completed. Click Next. The Verify VIT
Records page appears.

Step 9: Verify VIT Records
e This step records or verifies your VIT registration information.

Valid VIT records are required for all staff in all teacher or principal classifications. An Education
Support Class employee who holds a valid VIT registration, may use the VIT registration in lieu of the
Working With Children Clearance check in the previous step.

Schools Onboarding

< Previous H Next >

Mtk Complets

Welcome to the Department . VIT Registration Details
GComplete

About You - Verify VIT Records

How to use On-boarding & VIT Registration Information
Complete VIT Type Confirmation Status  Action VIT Registration Category
4 About You Teacher ¥ Update  Permission to Teach
© InProgress

% Verify Home and Mailing Early Childhood Teacher x Create
O Not Started
%  Enter Bank Account and Pay

Distribution
Complete

%  Enter Superannuation Details
O Not Started

% Enter Tax Details
O Not Started

% Verify WWCC Details
© InProgress

% Verify VIT Records
© In Progress

"

The Green tick indicates the information has been validated against the VIT file provided.

e The Red cross indicates that there is no VIT information recorded.

e A Yellow Question mark indicates that VIT information has been recorded but it needs to be validated
by the Business Manager/HR Administrator.
e Click the Update or Create link in the Action Column to review and confirm the information recorded or
Employee Onboarding Guide
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add new VIT card information. You may also attach a copy of your current VIT card to your record.

v
TEA - Teacher

VIT Category [ Permission to Teach v|
*First Name [ Arthur ]
Middie Name
*Last Name [Pendragon
N (o
Valid to Date (30/09/2021 &)

Attach Card

Verification Status Registered/Card Presented
Temporary Override No

| confirm that the information on this page s true, complete 8nd accurate.
I have a current VIT registration

———
[GITED)

Confim & Save

Retum

e Confirm or select your VIT Category from the Dropdown list.

e Confirm or record your First Name, Middle Name and Last Name as shown on your card.
e Confirm or record your Registration Number as shown on your card.

e Confirm or record the valid to date as shown on your card.

e Attach a copy of your current VIT card. Click the Attach Card link and follow the prompts.
e Click the declaration slider to Yes. Click, Confirm and Save.

¢ OR Click Return to exit without saving and return to the previous page.

e On return to the Verify VIT Records page, when complete, click Mark Complete in the right corner and
click Next.

e This ends the required/mandatory actions in the About You stage of Onboarding. The remaining
stages shown are optional at this time and may be completed at another time.

Once You Start

Step 10: Download Policies

e This provides access to key policies in relation to your employment.

X Exit Schools Onboarding ;

watkcompiee | | [  Previous || Next >
Welcome to the Department .
© Complete s Once You Start - Download Policies
Step 1 - Download Documents
Please download the documents listed below. if you see documents in the Step 2 table, you must acknowledge or upload the updated documents
» About You Document / Description File Name Action
) Evooess OHS Induction and Training
4 Once You Start The purpose of this policy is to ensure that: Occupational Health
® ViBiogess and Safety induction, information and training is provided to OHS_Induction_and_Training.pdf
Department employees Occupational Health and Safety induction is
provided to contractors, volunteers and visitors s appropriate for
% 1 Downtoad Prticles the activities they will be performing at the school
© InProgress
Use Policy for ICT Resources
6 Z'g};::’;:‘g This quide outlines the policy regarding the acceptable use of the  Acceptable_Use_Policy_for_ICT_Resources.pdf
information and communications tecnology (ICT) resources of the
Department of Education and Training
Create PDP
;e Staxied Child Safe Standards
T The Child Safe Standards are compulsory minimum standards for  Child_Safe_Standards.pdf
o all Victorian schools, to ensure they are well prepared to protect
o o children from abuse.
Summary
O Not Started
Step2- / Upload Required Documents
You must acknowledge or upload the listed documents
Document / Description File Name / Attached On Action
OHS Induction and Training
The purpose of this policy is to ensure that: Occupational
Health and Safety induction, information and training is e —
provided to Department employees Occupational Health and CinCHCHaf AN TG P Acknowledge
Safety induction is provided to contractors, volunteers and
visitors as appropriate for the activities they will be performing
atthe school
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e Click the Download button for each policy. The applicable PDF will be downloaded. Read the policy
or save for later onto your computer/device.
e Acknowledge each document in the lower part of the page

following review/download. Click Mark Complete in the top

right corner and click Next.

This completes the required/mandatory steps in the Once You Start step. The other options may be
completed at a later stage.

Click the Conclusion Step in the left-hand navigation to access the final stages of the Onboarding
process.

Step 11: Review the Conclusion

Review the information on the page.

Schools Onboarding ;

Mark Complete

Welcome to the Department

Complete Conclusion

How to use On-boarding Cangratulations on your successful completion of the schools onboarding program. | wish you every success in your rale with us

Complete —

> About You Tony Bugden

© InFrogress Executive Director | People | People and Execive Services Group

» Once You Start
© InPragress

Conclusion
® Visited

Summary
© Not Started

Click Mark Complete in the top right corner when ready. Click Next.

Step 12: Check the Summary for accuracy.

The summary page provides a list of the activities completed and those yet to be completed.

Schools Onboarding

X Exit
Mark Complete ‘ [m
Welcome to the Department
Wercome Summary Compiete
> About You
© InProgress
» Once You Start Steps =
© Inerogress 1
Conclusion Step Status Date Completed  Required  Mark Complete  Goto Step
® visiea
Welcome to the Department Complets  13/08/2021 No Completed Gotoste
Summary
® visited How to use On-boarding Complete  13/08/2021 No Completed Gotosten
Verify Home and Mailing Address O Not Started Yes Merk Complete Gotstes
Enter Bank Account and Pay Distribution Complete  13/08/2021 ves Completed Gotosiep
Enter Superannuation Details O Not Startea Yes Mark Complete GotoSten
Enter Tax Details © Not Started Yes Mark Complete Go o Step
Verify WWGG Details © InProgress Yes Mark Complete Gotostep
Verify VIT Records © InProgress Yes Mrk Complete Gotoste
Enter Preferred Name ® visited No Mark Complete GotoSten
Enter Phone Numbers © Not Started No Mark Complete Gotwsten
Enter Cultural Information O Not Started No Mark Complete GotoSte
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To complete the remaining steps, click the ‘Go to Step’ button to access that step. Take appropriate
action to complete that step, then Click the Mark Complete button in the top right corner. Next will
take you to the next step in the process which may already be completed. Click on any incomplete
(no green tick) step and complete that step.

Return to this summary at any time by clicking the Summary heading in the left-hand menu.

When all steps are marked as complete, click the Complete button in the top part of the Summary
page.

Additional Information

You may EXIT the process at any time allowing you to complete the remaining actions at another
time. We recommend completing the required/mandatory options as soon as possible as this
information is required for your employment and is used for calculating and processing your fortnightly
pay.

If you Exit before all steps are complete a warning message displays

Are you sure you want to exit the guided process? By exiting the guided process, you will be able to return to the last step you were working on and continue your guided process.

Click Yes to continue without completing the process or,

Click No to remain in the Onboarding Activities pages.

From the Employee Dashboard, you can view the number of remaining steps at any time.

OnBoarding Activities

Ajg. 20 Steps Remaining

Click the Onboard Activities tile to return to complete the remaining steps.
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