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Track Staff Compliance,
Training and Pay

Moving from the whole roster down to one person: their training history and

PPE, the traffic-light induction status, digital sign-off, and the pay overrides on

their record.
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CONTENTS

What this feature covers

Three stages, nine steps: opening the roster, checking training and induction, and editing the
profile and pay.

CH 01 Open the people roster 00:00-00:25

The roster is every employee as a card, and the way into any individual record.

CH 02 Check training, PPE and induction 00:25-00:58

One record carries the professional narrative: contact detail, qualifications, safety gear and
onboarding status.

CH 03 Edit the profile and pay 00:58-01:17

Three edit buttons: contact details, time details and allowance overrides.

e Traffic lights mean status. Induction items read as completed or not started, so an incomplete onboarding is
obvious without opening every form.

e Signatures are captured in place. Acknowledgement and signature sit on the record itself rather than on
paper filed elsewhere.

e Overrides sit on the person. Custom allowances and pay overrides are set on the individual record without
disturbing the EBA defaults.

READ AS Screens are captured from the walkthrough video at the timestamp shown on each step. Names, dates and
rates are demonstration data.
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CHAPTER 01

00:00-00:

25 WATCH

Open the people
roster

FROM ©0:00

The roster is every employee as a card, and the way into any

individual record.
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STEP 1 ©0:07 IN THE VIDEO
Open the roster

People shows the whole workforce as cards with photos and View and Edit buttons on each.
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STEP 2 ©0:09 IN THE VIDEO

Find the person

Scroll or filter to the employee you need. Everything that follows happens inside one person's record.

CHAPTER 01 STEP 2 OF 2

KYNECTION KNOWLEDGE IN MOTION FEATURE GUIDE CHAPTER 01 OPEN THE PEOPLE ROSTER 3



CHAPTER 02 00:25-00:58

Check training, PPE
and induction

WATCH FROM ©0:25

One record carries the professional narrative: contact detail,
qualifications, safety gear and onboarding status.
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STEP 1 ©0:27 IN THE VIDEO

Read the profile and training data

The record opens with contact fields and the training grid, listing certifications, licence classes and PPE issued to that

person.
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Add Addiional Certificates

View Detals.

Phill Da Cruz Completed
HR-F-001-KAD-000010 Completed
- Forkift Completed
- Working with Children Check Completed
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STEP 2 ©0:30 IN THE VIDEO

Check the induction status

The induction checklist reads item by item as Completed or Not Started, covering personal details, the onboarding
checklist, red card, first aid, working with children check and the licence classes.

CHAPTER 02 STEP 2 OF 3

KYNECTION KNOWLEDGE IN MOTION

FEATURE GUIDE

CHAPTER ©2 CHECK TRAINING, PPE AND INDUCTION




CHAPTER 02

Check training, PPE and induction
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STEP 3 - ©0:41 IN THE VIDEO
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Capture the acknowledgement

Articles attached to the induction carry an acknowledgement tick and a signature field, so sign-off is recorded against
the person rather than filed on paper.




CHAPTER ©3 00:58-01:17 - WATCH FROM ©0:58

Edit the profile and Three edit buttons: contact details, time details and allowance
overrides.
pay
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STEP 1 - ©0:53 IN THE VIDEO
Open the record’'s forms

The profile also holds the forms, checklists and certificates attached to that employee, each with its own status.
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STEP 2 - ©1:02 IN THE VIDEO

Edit the contact details

Edit Contact Details covers the personal data marked inside HR only: email, mobile, fax and website, alongside the
contact data visible outside HR.
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CHAPTER 03

Edit the profile and pay
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Arnold Schwarzenegger

Contact Role System Role
d Manager Special Forces
Type Labour Rate
Salary Driller $100
Employee Type Sub-Roles
Full Time
EBA Group

STEP 3 - ©1:10 IN THE VIDEO

Edit the time details

Edit Time Details sets contract role, type, employee type, system role, labour rate and sub-roles.
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Arnold Schwarzenegger

Contact Role System Role
Manager Special Forces
Type Labour Rate
Salary Driller $100
Employee Type Sub-Roles
Full Time
EBA Group

STEP 4 - ©1:15 IN THE VIDEO
Set the EBA group

The EBA Group field attaches the employee to their enterprise agreement, which is what decides the rates and
allowances they inherit.



NEXT

Where to go next

This guide covers one part of the HR module. The rest of the series covers the module end to

end.

BACK TO HR Setup 03

Configure EBAs, shifts and allowances

THE REST OF THE HR MODULE

Ask your Kynection account manager for the other HR setup guides

MORE IN THIS MODULE

HR Setup Set up roles and training requirements (module overview)
01

HR Setup Organise contacts, recruitment stages and inductions

02

HR Setup Configure EBAs, shifts and allowances
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