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Manage Employee Payroll
and Allowances

Working inside a single employee record: contact and training data, labour rates

3aIno

and employment terms, and overriding allowances so a driver and an office role

can sit under the same agreement with different entitlements.
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CONTENTS

What this feature covers

Three stages, eight steps: opening the record, editing the details, and overriding the allowances.

CH o1 Open the employee record 00:00-00: 22
From the people list into one person's full profile.

CH o2 Edit details and documents 00:22-00:44

Contact details, grouping and the employee photo all live behind one button.

CH 03 Override payroll allowances 00:44-01:16

Allowances are switched on individually and each carries its own rate.

¢ Mind the two data zones. Personal Data is marked inside HR only. Contact Data is visible outside HR.
Check which you are editing before you type.

e Overrides are per person. Allowance overrides sit on the individual record, so they do not disturb the EBA
defaults everyone else inherits.

e Every allowance takes two numbers. A price per unit and a quantity. Setting one without the other will not
calculate.

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 00:00-00:22 WATCH FROM ©0:00

From the people list into one person's full profile.

Open the employee
record
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STEP 1 ©0:09 IN THE VIDEO

Pick the employee

From People, select View on the employee whose record you need.
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STEP 2 ©0:16 IN THE VIDEO

Read the profile

The record shows Personal Data (Inside HR Only), Contact Data (Outside HR) and Training Data, with tabs across

the top for leave requests, forms, training log, PPE register and licence competency.
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CHAPTER 02 00:22-00:44 - WATCH FROM ©0:22

Edit details and Contact details, grouping and the employee photo all live
documents

behind one button.
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STEP 1 - ©0:19 IN THE VIDEO
Review the training data

The training grid lists certifications, licence classes and PPE against this person, so you can see their qualifications
before changing anything.
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STEP 2 - ©0:26 IN THE VIDEO
Edit the contact details

Edit Contact Details opens group, status, region, position, products, a free note field and the employee photo.
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CHAPTER ©3 00:44-01:16 - WATCH FROM ©00:44

O"erride payro“ Allowances are switched on individually and each carries its
allowances

own rate.
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STEP 1 - ©0:44 IN THE VIDEO
Open the allowance overrides

Override Allowances lists every allowance available. Enable the ones that apply to this employee.
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STEP 2 - ©0:47 IN THE VIDEO
Set driver fuel

Enable Driver Fuel and enter the allowance price per unit and quantity.
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CHAPTER 03 CONTINUED - ©00:44-01:16

Override payroll allowances
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STEP 3 - ©0:57 IN THE VIDEO

Work through the rest

The remaining options are Fuel Managers, Higher Duty Allowance, Meal Allowance, Overnight, Phone and Travel

Allowance. Enable only what this person is entitled to.
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STEP 3 OF 4
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STEP 4

©1:13 IN THE VIDEO

Add the phone allowance

Enable Phone and give it its own price per unit and quantity. Several allowances can be set in one pass before saving.
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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.

NEXT UP - HR Web 05

Audit training data, compliance and time logs

BACK TO HR Web 03

Filter employees across multiple regions

THE REST OF THE HR MODULE

Ask your Kynection account manager for the other guides in this series

MORE IN THIS MODULE

HR web o1  Manage workforce payroll, compliance and regions (module overview)

HR web o2  Navigate the HR module and filter employees

HR web o3  Filter employees across multiple regions

HR web o5  Audit training data, compliance and time logs



