Employee’s
Jumpstart Guide for
Citation HR Software

Information for employees




Employees’ Jumpstart Guide @ Citotion HR

Contents

WELCOME TO CITATION HR...cuuctruiieneccsneccsecsssecssscsssecsssecsssessssssssssssssssssssssssssssssssssssssssssssssss 3
LOGGING INTO EMPLOYEE SELF SERVICE (ESS) ..cccccceeteececrueccesnecccssaccsssaecsssaeccssaccssssessassnnes 4
How to register for eSS using the registration liNK ..........cocoiiiiiiiii e 4
HOW 1O 1OG INTO @SS ...ttt b et b et b ettt eb et b e 6
How to save eSS URL link to home screen of mobile/iPad ... 7
EXPLORING AND NAVIGATING ESS ...ccccceeruuirmnnecinnncccsteecosseeccessecccsssecssssescssssscssssssssssessssssses 9
UPDATE YOUR PERSONAL DETAILS .....cccctuecttueinenccseeccsecsssessecsssecsssesssscsssessssesssssssssssssessses 10
TASKS AND MESSAGES IN YOUR INBOX ...cccccttueeiernenccrneecceenecccsnecccsseeccsssesccssescsssesssssesonns 12
View and 0pen messages and tasKS .....c.ooiciiiiiiie s 12
Acknowledge a message Or AOCUMENT ..ottt 12
Electronically Sign @ doCUMENT ..ottt 13
Reply to an individual task O MESSAGE......cc.iiiiiiiiieee e 15
UPRI0Ad AOCUMENT ...ttt ettt 16
View documents against my employee file.........oooiiiiiiiiii e 17
TRACK YOUR PROFESSIONAL DEVELOPMENT GOALS AND OBJECTIVES.......ccccceeeeesueeee 18
ACCESSING COMPANY HR DOCUMENTS ...ccceeuceeneccreccsrecseecssecsssecsscsssessssessssssssessssessssssns 19

Citation HR Employees' Jumpstart Guide v2.0 Page 2 of 20



Employees’ Jumpstart Guide @ CitQtiOﬂ HR
Welcome to Citation HR

Citation HR Software is cloud-based software designed to provide expert HR services for all
businesses.

Your company has selected Citation HR Software because it will save your company (and you) a
lot of time and help you to foster a healthy workplace culture and employee experience. In short,
HR tasks and managing people will become simpler and easier.

As an employee, you can access the Employee Self-Service (eSS) portal via any internet
connected device using a web browser, where you will be able to:

B View and update your personal details - for example, your address and bank account - as

well as access select documents stored against your HR file, such as your signed employment
contract.

B View and action HR tasks - These tasks are assigned by management or HR, such as
acknowledging policies and electronically signing documents.

B View company policies.

B Set and track your personal and professional goals to discuss and review with your
managers.

The information in this guide will show you how to use the software and get the best out of it.

o WATCH THIS VIDEO: Welcome to Citation HR Software Self Service (Employee portal)
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Logging into Employee Self Service
(eSS)

How to register for eSS using the registration link

Your HR / Management team should have sent you an email containing a registration link
for you to register for your eSS account. The registration process is straightforward.

1. Click on the Registration Link in the email.

2. Register with your Email address. Complete the field and then click Register.

© ) citotion HR

Register for self service with Company of Superstars
(DEMO)

I'd like to register using my:

Email address ~

Your email address
= ]

Login

3. Click on Confirm your registration.

© Citation HR

Register for salf service with Company of
Superstars

& Great! We've found your employee details.

Click confirm to register for Self Service with the email
address &= @gmail...

@ If this isn't the email address you wish to use,
you need to contact your HR or line manager to
have them update your record.

Confirm your registration

Log in
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4. Go to your email inbox and click the Activation Link to complete the registration process.

Citation HR Self Service Activation 1nbox « 2 B

Company of Superstars HR <system@app citationhr.coms LE4PM (5 minutesage)  ty @ &
to luxdemoau+example

Hi Example Employee

Arequest has been submitted for Self Service to active your self service account with Company of Superstars.
To complete your regisiration, please visi' hitps:#my.citationhr. com/activate/9522a8230854f678a 1bcaaf7i6ed2ef]
where you will be asked fo set your passwo G0 1N [0 SEN Service.

This URL will remain valid for 24 hours. If it does expire, you can ge through the registration process by visiting
hitps./imy.citationhr.comiregister/6c293504¢c3247049307 4c477004255¢,

If this request was not initiated by you, you can safely ignore this message

Sent by Citation HR, support@citationhr. com, (02) 9083 0000

5. Anew browser window will open. Click I need a new account.

© citation HR

Hello, Example Employee.

To complete your self service registration for Company of
Superstars, please set a password.

Select an option to continue.

5 Ineed a new account >

Use my existing account >

O If you are unsure, select | need a new account.

6. Enteryour preferred password. Click Save my password.

© citation HR

After you set a password, you will be given a unique
username based on the following email address:

TTEE T W pEE —

Please choose a password:

Save my password

€ Pick a different activation option
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7. You have now successfully activated your eSS account.

Your activation is complete

Your username is:

ki nbie= i e @gmail.com

a confirmation email will be sent to bisfs == p=y s@gmail.com

Click here to view your homepage.

How to log into eSS

1. Go to https://login.citationhr.com/login

Enter your Username and click Next.

Log in to Citation HR

Username
username o I

Forgot Password?

2. Type in your Password and click Login.

Log in to Citation HR

Username

luxdemoau+example@gmail.com lit

Password

I:I Stay logged-in?

Forgot Password?
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TIP:

e Passwords are case sensitive.
e Make sure there are no spaces before the first character and after the last character
of your username and password.

Need to reset your password? Go to https://login.citationhr.com/login and select ‘Forgot
Password?’

How to save eSS URL link to home screen of your mobile/iPad
As an example, see the below steps to add the URL link to your home screen.

Please note, your phone may differ slightly from the steps below.

1. Open the Chrome app in your device.

Enter the following URL address: https://login.citationhr.com/login

Tap Go.

0 s logincitationhrcom/logi  [Ef)

Log in to Citation HR

Username

username

2. Once the page has loaded, tap the menu icon (3 dots in upper right-hand corner).

3:31 N =Rl 76%E

Y % logincitationhrcom/logi &g :
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3. Select Add to Home Screen.

332 X R 75%8
O Slgindta > % & @O C
New tab

2 New Incognito tab

£ History

[ Delete browsing data

Username ¥ Downloads
username W Bookmarks

L0 Recent tabs
Forgot Passw
< Share...

- Find in page

ﬁ Translate...

Client Su ] Desktopsite [m}

£ Ssettings

018

e login.citatio...  + Follow

I (@] <

4. Enterin a name for this shortcut (for example: Citation HR Login).

Create shortcut

Citation HR Login

Cancel Add

5. Goto the home screen on your device.

You should now see a Citation HR icon. This provides you with shortcut access to
your eSS account.

N2 Rl 75%E

o

Citation HR Login
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Exploring and navigating eSS

© ) citation HR

© CompanyLogo

Hello, Example

Noticeboard

There are no unread notices

@ & & Mev  § Myorganisationv

Example Em... Sign out

The Home button takes you to your Noticeboard, which displays outstanding messages
from HR and/or your Manager.

Your Inbox displays messages and tasks that require your attention and action. The number Q
of items needing your attention is shown in the numbered red circle.

You can access key documents and update personal details under your Me file.

£ Mev &h My organisation v

Detalls

Training & qualifications

My performance reviews

Objectives and Development

My documents O

You can view your company’'s General Documents, Performance Reviews and Policies in the

My Organisation folder.

S8 A A amicar M S
{H My organisation ™

Group performance reviews
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Update your personal details

1. Go to Me and then select Details.

£ Mev B My organisationw

Details o

Training & qualifications

My documents O
My performance reviews

Objectives and Development

2. Click on the Update button next to the details that you need to update.

) CompanyLogo fil é’ £ Mev  § My organisationv Exarmple Em...

About me

& Name I 8 About me

Miss Example Employee O Bank Account Details

£ Personal address O Superannuation Fund Details

123 Example Street
Exampleville 2154 NSW
Australia

O Taxation Details
Place of work

Emergency Contact
£4 Postal address gency 1

Update Photo
Australia r

Change Password

Contacts

Email (personal) luxdemoau+example@gmail.com

+ add another contact

3.  Enter your changes and click on Update your details.

Address

Address

123 Example Street Kl

Suburb

Exampleville

Postcode

2154 i

State

NSW v

@ Any changes you make here will need to be confirmed by your HR team

Update your address
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4.  Your changes will be sent to your HR team and/or manager to be reviewed and approved
(or rejected).

While your changes are being reviewed, your updated details will be clearly
o identified by the broken lines below them. You will get an email when your changes
have been approved or rejected.

About me

& Name (¢ update

Miss Example Employee

£ Personal address (& update

reet
54 NSW

Example Ville 2]

d

£ Postal address & update
Australia

Contacts & update
Email (personal) luxdemoau+example@gmail.com

+ add anocther contact
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View and open messages and tasks

1. Go to the Inbox tab by clicking on the envelope icon.

© ) citation HR

Tasks and messages in your inbox

=

2. There will be different types of items displayed in your inbox that will need

to be read and acknowledged. These items are sent by your HR team and

may be Tasks which are things you need to do or Messages with

information to be read.

3. To open messages or tasks, click on the appropriate button in your Inbox. You can
then action them accordingly, as per the instructions in the following sections.

4.  All completed messages and tasks are stored in the Archived folder.

€ CompanyLogo € Q £ Mev  § Myorganisationv

Archived

Check

2 y2ars ago 2years

yEars ago 2years ago

is li i C t items
B4 Please use this link to apply for your National Crime I £4 Current item
W Archived

54 ® Fitand Proper Person Declaration.

Example Emi. Sign out

Acknowledge a message or document

1. Go to the Inbox tab by clicking on the envelope icon.

2. Open the relevant message or task.

Updated Employee Handbook

SN 4 days 2g0

K]
o
(1=}
i

)
[
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3. You'll need to read the message.

If a document is included in the message, you'll need to download the document by
clicking on the link in the message.

4. Once you've read the message, click on I have read this message. Your HR team and/or
manager will have a record of the date and time you acknowledged the message or task.

Updated Employea Handbook

& Meryl Streep 4 days ago

Hi Team,

Can you please read and acknowledge receipt of the attached handbook?
Thanks

HR

Docurnent:

& Employee Handbcoke PDF, 31.78 KB

« | have read this message

Electronically sign a document

o WATCH THIS VIDEO: How to complete employment documentation via eSS

1. Go to the Inbox tab by clicking on the envelope icon. Open the relevant message Q
or task.

2. You'll need to first read the message and then download the document included in the
message. You can download the document by clicking on the link in the message.

Contract Signature (Candidate to respond to the task in e
ess)
Acknowledgement required
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Pre-employment Documentation Checklist (eSS) - Acknowledgement required

Please read and sign your Employment Agreement
(Note: Please ensure you have reviewed any schedule or attachments to that document prior to signing).

Document to be signed

E PDF, 475.67 KB

3

3. Once you've read the document, you can electronically sign it by clicking on the Sign this
document button. Hold down your left mouse button and sign your name inside the box. You

may also be able to sign using your finger or a stylus (e.g. an Apple pencil) if you're on a

Employment Agreement - Casual - Award Covered for Example Employeee

touchscreen or tablet.
Please sign within the box below

You can use a mouse or a touchscreen device.

Cancel

Click on the Add my signature button and your e-signature will be Add my signature

inserted into the document, which will be saved against your

employee file.

TIP: Using a mouse to sign your name may make your signature look rougher than
signing with a real pen, but it's still legally acceptable.
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Reply to an individual task or message

1. You'll get an email when your HR team and / or manager have assigned an individual task or

message to you.

Task Assigned

The following task has been assigned to you for attention. Please login fo view defails.

Section:
Instruction: Flease acknowledge this message to confirm that you received the company issued assets
Date Required: 7 Aug 2024
Candidate: Example Employee
Note ID: NODD192 Sensitive: false

Note: Company Issued Assets 1 x laptop and charger 1 x mouse 1 x keyboard 1 x headset
Last Updated: 6 Aug 2024 09:29 AEST
Assigned To: Example Employee (luxdemoau-+example@gmail.com) Group Role:
Status Assigned

Flease |ogin to view information or update the status of the task.

Thank you,
Citation HR

2. Go to the Inbox tab by clicking on the envelope icon. Open the relevant
message or task.

=

3. Review the task or message and click “Reply”. The message will be displayed in a pop-up

window box. Type your response in the Reply to field. You can upload documents as part of

your reply (see Section 5.5, for how to do this).

Updated Employee Handbook

) CompanyLogo et @ £ Mev  §# My organisation Example Em.
Inbox
~ . . EA Current items
Please acknowledge this message to confirm that you
received the company issued assets B frenived

4. Once complete, click Send my reply. This will send the reply back to the person that sent

you the message or assigned you the task.
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Please acknowledge this message 10 confirm that you recelved the company issued assels

Created 2 hours ago by Meryl Streep

§>  Meryl Streep 2 hours ago

Company Issued Assets 1 x laptop and charger 1 x mouse 1 x keyboard 1 x headset

Reply to Meryl Streep

Due date 11 hours from now

| Insert text here

o Send my reply

Upload document

1. Some messages or tasks will require you to upload a document. Go to the &
Inbox tab by clicking on the envelope icon. Open the relevant message or
task.

2. Ifyou need to upload a document, select choose a file (max 20MiB) then find the file you
want to upload and select it. If you need to upload multiple documents, repeat the process
for each additional file you want to upload.

Pleaze upload updated bank account detalls form

Created a minute ago by Meryl Streep

¢ Meryl Streep a minute ago

Other - Updated bank account details form required

Reply 1o Meryl Streep
Please see attached
Document Title

"
Wl

Bank Account Details Form

Select a file to upload
e choose a file (max 20MiB)...

Send my reply

I+
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3. When you've selected all the files you want to upload from your local device,
then click Send My Reply to complete the upload.

Send my reply e

4. A notification will be sent to your Manager and they will complete the task.

View documents against my employee file

1. Go to Me and then select My Documents.

£ mev  §f My organisation™
Details

Training & qualifications

My documents o O
My performance reviews

O bjectives and Development

2. Inthis tab, you'll only be able to view certain types of documents. Contact your manager if
you can't find the document you are looking for.

3. Once you've found the required document, select View Document. This will automatically
download the document for you to open and view.

My Documents

Employment Agreement - Casual - Award Covered for Example T I

Employee

PDF, 548.08 KB
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Track your professional development
goals and objectives

1. Goto Me and then select Objectives & Development.

82 Mev @ My organisation
Details

Training & qualifications

My documents (!

My performance reviews

Objectives and Development e

2. You can then click on Add an objective and fill out the title, description, and
commencement date of your objective. Your manager or HR team member will tell you
what type of objective it is: Personal, Operational, or Strategic. Once completed, click
Add this Objective.

Objectives and Development

+ Add an Objective

Add a new Objective

Title *
]

Description *

Type

Personal v
A Personal Objective is not part of any performance review. It is for personal goals and development.
What is the commencement date of this objective? *

8 Aug 2024

B4 | want to add completion/due dates
=+ | want to add required resources

E | want to add the cost

@ Any changes you make here will need to be confirmed by your HR team

Add this objective
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© ) citation HR

3. Your objectives will be sent to your HR team and/or manager to be reviewed and

approved (or rejected). While your objectiv
Changes Pending.

es are being reviewed, they will be marked as

Objectives and Development

August 2024

(©) First Aid certificate

+ Add an Objective

Changes pending

4.  You'll get an email when your objectives ha

ve been approved or rejected.

Accessing company HR documents

1. Go to the My organisation tab.

2. Go to the relevant tab: General Documents or Policies.

& My organisationv o

General Docs

Policies

Group perfarmance reviews

3. Inthe desired tab, search for the relevant document using the Filter search bar.

4. Once you've found the required document,

select View Document or Open link. This

will automatically download the document for you to open and view.

(O General Docs

< My Organisation

Fire Evacuation Plan

PDF, 25.56 KB

Sample Document as a shared doc to send via eSS

open office doc, 13.68 KB

View document Fi |[er. by

View document
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