A Web Kiosk How-to

Getting to Know Web Kiosk

Is This The How-to For You?

This document is for anyone who is new to UNE’s Web Kiosk or who wants to know how to login to

. and/or navigate around Web Kiosk.
Is This The How-to For You?

Web Kiosk is your gateway to HR and allows you look at and (in some cases) change,
What Do | Need To Do?

1. Finding Web Kiosk

Pay Slips

Leave Balances

Logging In to Web Kiosk

_ _ Bank Account Details
Web Kiosk Main Screen

Getting Around Web Kiosk Payment Summaries

Personal Details

. Adding an item to My
Favourites If you need to, you can,

F ri ! | . Create, |||0C|i|9, submit alld/OI approv i sheets
avourites e time t
/ ( a ly for and/or a ove leave

- hanging your Role [0b b pply / r appt e

8. Taming Pop-up Lists

Problems?
1. | Don’t Know My Username

| Don’t Know My Password

2.
3. I nolonger work at UNE
4.

Login Screen |Is Empty

Not working out for you?

Email

Page 1



mailto:hr-services@une.edu.au

A Web Kiosk How-to
What Do | Need To Do

1. Finding Web Kiosk

You can access Web Kiosk by pointing your internet browser to https://www.une.edu.au/webkiosk.

2. Logging In to Web Kiosk

Is This The How-to For You?

What Do | Need To Do
1. Finding Web Kiosk
Logging In to Web Kiosk
Web Kiosk Main Screen
Getting Around Web Kiosk

1. Type your staff network user
name here. This is the same user
name you use to login to your
computer.

2. Enter your staff network
password here. This is also the

same password you use to login to
your computer.

. Adding an item to My
Favourites

6. Removing an item from My

Favourites - ‘\
7. Changing your Role (Job) *Username ngmazﬂ -
8. Taming Pop-up Lists * Password |un{(— -
Lo
Problems? =090 e~ .
1. | Don’t Know My Username
2. 1Don’t Know My Password 3. Press the Login button!
3. I nolonger work at UNE A .y
4. Login Screen Is Empty Figure 1: Web Kiosk Login Screen

Not working out for you?

Email

Page 2



https://www.une.edu.au/webkiosk
mailto:hr-services@une.edu.au

A Web Kiosk How-to
3. Web Kiosk Main Screen

Congratulations! You are now in Web Kiosk. Your screen should look like the one below.

Finished with Web
Is This The How-to For You?

Kiosk? Logout here.

My HR~. My Team .. Administration «

What Do | Need To Do T = T
B : T Z
1. Finding Web Kiosk ir\;ur|l rinw o webouE'sWehKiosk. This is the Web //
. Logging In to Web Kiosk I%{ N Kiosk Header. Pad
Leave Requests N\ /7
Web KiOSk Mail’l Screen Approve:eautests AN Ve
Approva.\ Delegation Your name 5h0u|d ,/
Getting Around Web Kiosk Acadmo Timschoet
Employee Job Summary appear here' . .
. Add'ng an |tem to My Group Calendar ‘ USE thIS button to hlde (Or
Favourites D S~ show) the Web Kiosk Header.
Current Vacancies ~ ~
6. Removing an item from My RN
Favourites Use this button to hide >
7 Ehariiie) e R (5 (or show) My Panel. This is My Panel - one of your
<. navigation tools for Web Kiosk. Achieving Global
8. Taming Pop-up Lists Copvighe & Taem2 Wk T & Regional Impact
talent <~ (ACN 010 602 892)

Problems?

Figure 2: Web Kiosk Main Screen

| Don’t Know My Username
| Don’t Know My Password

| no longer work at UNE

| nain Screen I Fmntv

Not working out for you?

Email
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Is This The How-to For You?

What Do | Need To Do
1. Finding Web Kiosk
Logging In to Web Kiosk
Web Kiosk Main Screen
Getting Around Web Kiosk

. Adding an item to My
Favourites

6. Removing an item from My
Favourites

7. Changing your Role (Job)
8. Taming Pop-up Lists

Problems?
| Don’t Know My Username
| Don’t Know My Password
| no longer work at UNE

Login Screen |Is Empty

Not working out for you?

Email

4, Getting Around Web Kiosk

A Web Kiosk How-to

The easiest way to get around Web Kiosk is to use My Favourites which include the most frequently
used programs. However all these programs are available in the Menus at the top in the My Menu

section.

Your own set of ruby slippers! Click here to go home (to the main screen anyway).

My HR~, My Team+ Administration

2| My Details
My Favourites
e

B o @ Qo

Description

Leave Requests

Approve Requests

Approval Delegation

Academic Timesheet

General Timesheet

Employee Job Summary

Group Calendar

My Requests

My Questionnaires

Current Vacancies

Y 4 Copyright & Talent2 Works Pry Ltd
talent <~ (ACN 010 602 892) |

N
\
\
WelcoméReni Maitu
\

\
\

\

o

This is My Menu. Everything found under My

Favourites is also found here (and more!).
There are three Menus,

My HR Programs for individuals

My Team Team related tasks for
team leaders/managers.

Administration Only visible to authorised

staff such as selection
panel members and HR
staff.

)

= |

This is My Favourites - your one-click-Web-Kiosk-stop.
Most common programs are already here but you can add
or remove items as required.

Figure 3: Web Kiosk Navigation Tools

Page 4


mailto:hr-services@une.edu.au

A Web Kiosk How-to
5. Adding an item to My Favourites

My Favourites can be customised by adding new favourite programs.

1. Navigate to the program you want

Is This The How-to For You? § ¢
to add (using My Menu). In this case,

My HR.. My Team. Administration-, Reni wants to add Payslip History.
What DO | Need TO DO Yy y Team ministration ! )
1. Finding Web Kiosk 2| My Details -
My Favourites -~

-
Person: 00679223, Reni Maﬂua’
Job: 01, My First General Job

(_ Payslip History

Mo Records returned

Logging In to Web Kiosk
Web Kiosk Main Screen

Leave Requests

Getting Around Web Kiosk Approve Redussts _ N My Favourites
£p g > is page 1T edApri|1s,2u131uln| an | [ Aadd g Delete
H H . . Jpyright © TalentI 7S Pty Lid. (ACN
. Adding an item to My 2. Click here to add new favourite : S
Favourites Croup Calendar I J Eurrer;; Payslip
My Reguzsis Aeave e:uests
6. Removing an item from M My L . A pprove Requests
F : 9 Y crd 3. Payslip History is added to App;m_| De_,lega:on
avourites \ the bottom of My Favourites. :\w gz:mﬂ'lllii;:s:se;et
A N
7. Changing your Role (Job) J S Emplov;:IJo:r»ummm
roup enaar
i i S My Requests
8. Taming Pop-up Lists S e s
\ .

Problems?
Figure 4: Adding an item to Favourites

| Don’t Know My Username

| Don’t Know My Password

| no longer work at UNE

I nain Srraan le EFmntyvy

Not working out for you?

Email

Page 5



mailto:hr-services@une.edu.au

A Web Kiosk How-to
6. Removing an item from My Favourites

My Favourites can be customised by removing existing favourite tasks. The task will still be accessible
through the Menus but will no longer appear under My Favourites.

My Favourites

N @ [

Description

Is This The How-to For You?

What Do | Need To Do
1. Finding Web Kiosk

Leave Requests
Approve Reguests
Approval Delegation

- Academic Timesheet
>/ My Details » General Timesheet
My Favourites Employee Job Summary
. . Group Calendar
Getting Around Web Kiosk n | fan | ‘ (JAdd | [ Delete My Requests

My Questionnaires

My HR .. My Team .- Administration-.- 3. Payslip History

has been removed
from My Favourites.

Logging In to Web Kiosk

Web Kiosk Main Screen

. Adding an item to My Description A Current Vacancies
Favourites Current Payslip 1
Leave Requests |
6. Removing an item from My Approve Reguests 1 ] R S N o Y SRR
: A i L
Favourites AE: 2. Click here to remove the _
i favourite item )
7o (Rl e e (et Hlets) cen 1. Select the favourite item you want to

Empl a7 L. .
M ployEE Job SUITE remove by clicking anywhere here (i.e. next to,

8. Taming Pop-up Lists G Calend
MT:EQUE::; = but not on, the description. In this case, Reni
Problems? My Questionnaires , wants to remove Payslip History.

*

ol T
( \
\

Current Wacancies

| Don’t Know My Username

| Don’t Know My Password

| no longer work at UNE
| Anin Crraan le Emnty Figure 5: Removing an item from Favourites

Not working out for you?
Email
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A Web Kiosk How-to
7. Changing your Role (Job)

Your role is the default UNE job Web Kiosk uses and can be changed on a per session basis. Jobs are
not relevant for all tasks you might want to perform, but when Web Kiosk is not looking at the correct
job for a task, you will need to change your role.

Is This The How-to For You? 1. Click here to open

the My Details panel. This is your current
y Web Kiosk role (job).

What Do | Need To Do
1. Finding Web Kiosk

My HR .- My Team-.- Administration -~

-, i Ed
Details //

Logging In to Web Kiosk

Web Kiosk Main Screen My Favourites My Details 7 J
; ; “af] [l add [ Delete - i .
Getting Around Web Kiosk [E;Jimim‘ ‘ i s
Adding an item to My 3. Finally, click here to
Favourites Leave Requests ma_ke the selected JOb ‘ Can’t find a
Approve Requests active. ) jOb number?
6. Removing an item from My Approval Delegation ~<_ — 11 TClick here to
Favourites Acade'“lic Tim:‘h“‘ =< fon | | S show inactive
General Timesheet :
: select| = %, obs too.
7. Changing your Role (Job) oy 2 = = = J
Employee Job [N
8. Taming Pop-up Lists B oo679223 |01 Maitua, Reni
I El 00679223 |02 Maitua, Reni

Problems?

My Details
00679223 Maitua. D

Role: 02 My Other General Job

2. Click here to ’
| Don’t Know My Username select a job.

| Don’t Know My Password

I no longer work at UNE r A My Favourites
: Your current Web Kiosk 'Y
EOGINSCIECHNS SHBNY || role has been changed. “~ | Finished with my
=0 — Details? Click here to
Not working out for you? Employee Job |[Name talent | open My Favourites.
E 00679223 |01 Maitua, Reni

Email
~ Figure 6: Changing Your Web Kiosk Role

Page 7



mailto:hr-services@une.edu.au

Is This The How-to For You?

What Do | Need To Do
1.

Finding Web Kiosk
Logging In to Web Kiosk
Web Kiosk Main Screen
Getting Around Web Kiosk
Adding an item to My

Favourites

6.
Favourites

7.
8.

Removing an item from My

Changing your Role (Job)
Taming Pop-up Lists

Problems?

| Don’t Know My Username
| Don’t Know My Password

| no longer work at UNE

Il nAain Crraan le Ermnta

Not working out for you?

Email

8.

Taming Pop-up Lists

A Web Kiosk How-to

When Web Kiosk wants information from you, it will often ask you to choose from a list. The lists
appear in separate window (or ‘pop-up’) whenever you click a button like this =/.

These lists are often very long and scrolling through them to find the entry you require can be quite
tedious. Fortunately you can restrict the list to only those entries which match a search term you

enter.

List Of Values: ACCOUNT#

This is the search

%

Figure 6: Restricting Entries in a Pop-up List

ACCOUNTH#

PL11920000701100
PL14312801701200
PL14312833701200
PL14312701701200
PL14310000701300
PL14310000711200
PL14310000711000
PL14330000711000
PL12210000701100
PL12210000711000
PL11500000701200

box. The default
search term is ‘%’

Find Close

~ : -
EESER." "OA which returns a list
hg"ﬂ;m},'s containing every
Agrg“my&s\p055|ble item. )
Agronomy & Sol

Agronomy & Soil Science - AC Sal Tmp

Agronomy & Seil Science - GE Sal Pack
Agronomy & Soil Science - GE Sal Perm
Animal Science - GE Sal Perm

/
Archaeology & Palasoanthropology - AC Sal Perm

Archaeology & Palaecanthropelogy - GE Sal Perm ¢
Arts Faculty Office (Secretariat) - AC Sal Cas /

Qoth. J

This is a typical Web
- Kiosk pop-up list.

N\

1. Type your new search term here
enclosed by ‘%’.

For example, type $HRS% to find

all list items where ‘HRS’ appears in
either Account# or Descriptions or

3. Only list items
matching your search
term are shown. ~

SP11604711100 HRS3
SP11471712500 HRS
SP11471842100 HR3
PL19300000827300 HRS

SP11487711000
SP11471711000

/ . .
y ( 2. Click here to find
List Of Vajdes: ACCOUNT# _ - | all matching items
-
P
II%HRS% I[ Find ]Iéh]se |
ACCOUNT# DESCRIPTION

HRS - LSL Project

HRS - Web Kiosk Project
RE228553881100 Scholarship Cohrs UNE Int Stipend
RE228555881100 Scholarship Cohrs UNE Int Stipend
RE228554831100 Scholarship Cohrs UNE Int Stipend
RE228551881100 Scholarship Cohrs UNE Int Stipend
RE228552831100 Scholarship Cohrs UNE Int Stipend
RE215361711000 TEOF Acad xira hrs SRS&Ag
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Is This The How-to For You?

What Do | Need To Do
Finding Web Kiosk
Logging In to Web Kiosk
Web Kiosk Main Screen
Getting Around Web Kiosk

. Adding an item to My
Favourites

6. Removing an item from My
Favourites

7. Changing your Role (Job)
8. Taming Pop-up Lists

Problems?
| Don’t Know My Username
| Don’t Know My Password
| no longer work at UNE

Login Screen Is Empty

Not working out for you?

Email

A Web Kiosk How-to
Problems?

1. 1 Don’t Know My Username

The username for Web Kiosk is your staff network username and NOT your student username.

If you do not know your staff network username, please contact the ITD Service Desk by ‘phone on 02
6773 5000 (or 1800 763 040) or via email to servicedesk@une.edu.au.

2. 1 Don’t Know My Password

Web Kiosk password is now the same as your staff network password. Please note this will be different
to any student passwords you may also have.

If you have forgotten your password you can try ITD’s Forgotten password page, or contact the ITD
Service Desk directly (either by ‘phone on 02 6773 5000 (or 1800 763 040) or via email to
servicedesk@une.edu.au).

3. I no longer work at UNE

If you have left UNE and no longer have access to your staff email account, you will need to request a
new Web Kiosk password sending an email to hr-services@une.edu.au. Please include your full name
and employee number in this email.
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A Web Kiosk How-to
4. Login Screen Is Empty

If your login screen doesn’t have anywhere for you to enter your username and password, the login

panel may be hidden. Try clicking on theHbutton located on the lower left hand side of the screen
(see Figure 7).

Is This The How-to For You?

What Do | Need To Do
1. Finding Web Kiosk
Logging In to Web Kiosk L
Web Kiosk Main Screen Login Information

Getting Around Web Kiosk

[ »

. Adding an item to My
Favourites

6. Removing an item from My

Favourites Click this button to |
7. Changing your Role (Job) , show the login panel. 1
8. Taming Pop-up Lists L/
Problems? ,’/
| Don’t Know My Username // | 3
| Don’t Know My Password /’/
| no longer work at UNE ,/

Loain Screen Is Emptyv @)"

Not working out for you?

Email Figure 7: Login Screen with Login Panel Hidden
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