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What Is Preceda?

It is the Hungry Jack’s payroll system that provides the business with a cloud based solution to managing employee payroll information
and record keeping.

Preceda is used to manage the following business processes:

My
Information

Preceda can be accessed via an online portal. Employee Self Service (ESS).

Accessing Preceda

Access to Preceda Self Service is through the web address:

https://www.preceda.com.au/logon

If accessing Preceda on a restaurant

It can be accessed on personal computers and mobile devices. :
computer, please use Microsoft Edge Browser

The ESS portal can be accessed across multiple devices and web browsers. located in the Windows Menu
i p
ER Windows W ' 0 @ _. @ (>
ans30I1> Microsoft Edge

Note: Not all portal functions can be completed on mobile devices.

Hungry Jacks Preceda Employee Self Service Portal User Guide V4 20DEC19



https://www.preceda.com.au/logon
https://www.preceda.com.au/logon

Logging on for the First Time

Preceda will automatically send you an email with your username and password. This will be sent to your personal email address.

Please check your junk or spam folders if you have not received your login details.

The first time you access the ESS portal you will be required to change your password and set security questions.

Allowing Pop-Ups

|

When completing functions and process in Preceda Pop-Up windows will trigger and open in
your web browser. A lot of devices have a security setting which prevents pop-ups from
opening.

Before entering your login details for the first time, ensure you enable you web browser
security settings to allow for pop-up windows to open.

There will be a message below the Preceda Logo on login details box if your security settings
will prevent pop-ups from opening. Click on the message for instructions on how to enable pop-
ups in the security settings of your web browser.

Alternatively, you may see a message bar at the bottom of your screen. If this appears select
‘Always allow’.

wHOBPER
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Initial Setup Up

Step 3: Fill out the ‘Change Password
Screen’. You will need to enter two
guestions and their answers. Then click
‘OK'.

Step 1: Enter your username, Step 2: You will be prompted to
password and client ID. change your password and update

our securi uestions.
The client ID is HJS. y tyq

Change Password

PaSSWO I'd EXpI red Username stoneb

Ascender

3D Preceda

Current Password =0 ssresss

Your password has expired.
Do you wish to change your password now?

New Password =00 sssseses
Confirm Password eessaen
What is my favourite

Secret Question
Yes “ c°|°un

Secret Answer Red

4

Secret Question 2 What was my first car?

Secret Answer 2 Mazda
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Navigating the ESS Portal

The ESS portal is user friendly and simple to navigate. It is broken into 4 main sections:

1. Task Bar

2. Navigation Bar
3. Information

4. Notifications

CTEE  Administration ? ~ A a
PAY1IHISF1A | W000

-~ Naotifications.

Hullo Johnt . To Do List
Task 4
Welcome to your new Employee Hub for Personal Details, Bank Details, Leave, and Payslips. mm‘

Employment ~
Condans 1

1
Below Is a video of how we help out In the community! T =T
A~ There are no upcoming :

Watch later Share » -’llﬂm Actions

Dylan

7. bartling Rasmussen's syndromc,
wishedto see the world from the sky.

Sell Service Links
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Account Setup

When logging in for the first time some of your personal information will already be displayed in your ESS portal. There is some additional setup
and entering of personal information that needs to be completed when you initially login in.

1. Review that all personal information already pre-populated in your ESS portal is correct and amend as required.
2. Enter in your emergency contact details.

3. Enter in your bank account details.

Getting Started — Task Bar/Navigator

W&%I‘E_-R Action — Initate resignation
- Personal — Personal details, contact details, emergency contact details, bank details, position and classification.

Leave — My leave, leave history and entitlements. This is where you submit leave applications.
Payroll — Payslips.
Navigator < —ayros ysiip
Personal
Leave
Navigator <
Actions
Personal Click on each of the headings in the navigator bar to drill down and reveal more menu headings.
Leave
Payroll
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My Details — My Information

Personal Detalils

o Task Bar select ‘My Details’. Navigator Bar select ‘Personal’ then ‘Personal Details’.
¢ You can update and change a lot of the fields in the ‘Personal’ section of the portal. On the day that payroll is being processed, you will
be blocked from making changes to your information.

After making any changes to your personal details click on ‘Save’ before selecting a new menu in the navigation bar.

Personal Details
Navigator <
Persu-nal Personal Information
Title® Lady -
Surname* Duck
Contact Details First Name* Daffy
Middle Name
Emergency Contact T
Bank Details Preferred Name Daffy Initials o
Classification o s
Gender” E ~ Female Marital Status F ~ DeFacto
Position Date of Birth 01/07/03 [ Age 18: 0
Place of Birth
Country of Birth AUS ~ Australia Nationality -
Language Code - Indigenous Aust
Fields in WHITE can be
amended. Contact Informati
Fields in GREY cannot be Residential Address” < 1 Disneyland Drive >
changed.
City/Suburb Disneyland
If your NAME or DATE OF BIRTH are Staw/Ragion* aLp = e —r
incorrect please contact the Payroll Country AU - Austaiis
Department to have this amended. Please f“‘:m:e Prons Number Z:.re:w 1 1231231234
include supporting documents for the ST o
Change. Susiness Email Address test@hungryjacks.com.au
Personal Email Address test@hungryjacks.com.au

To change your email address this can be
completed in Contact Details.

wHObPER
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Contact Details

o Task Bar select ‘My Details’. Navigator Bar select ‘Personal’ then ‘Contact Details’
You can amend all fields in Contact Details.

¢ On the day that payroll is being processed, you will be blocked from making
changes to your information.

After entering any information to your contact details click on ‘Save’ before selecting a new
menu in the navigation bar.

Emergency Contact

o Task Bar select ‘My Details’. Navigator Bar select ‘Personal’ then ‘Emergency
Contact’

e The first time you login there will be no information pre-populated. Enter in the
details of your emergency contact.

e Ensure you update this information if your emergency contact person changes or
their contact information changes.

After entering any information in Emergency Contact click on ‘Save’ before selecting a new
menu in the navigation bar.

Hungry Jacks Preceda Employee Self Service Portal User Guide V4 20DEC19

Contact Details

e G e e |

Mobile Phone No

Fax Number

Othar Number 1

Other Number 2

Other Number 3
Business Email Address
Personal Email Address
Other Details
Nationality

Country of Birth

Language Cods
Aboriginal Torres St Isl

1231231234

test@hungryacks.com.au

test@hungryacks.com.au

-

AUS > Australia

Emergency Contact

First Name

Surname

Relationship

Home Phone
Work Phone
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Bank Account details

o Task Bar select ‘My Details’. Navigator Bar select ‘Personal’ then
‘Bank Detalils’.

e |tis your responsibility to ensure that the bank account information
entered in this section is correct.

At initial go live — all existing employees will have their bank
account details pre-populated. Please review this information
and make any amendments as required.

New employees after go live will need to enter their bank details
when logging in for the first time.

After entering any information in ‘Bank Details’ click on ‘Save’ before
selecting a new menu in the navigation bar.

Setting up Bank Splits

Bank Details

Net Pay

BSE Mumber® 012292 ~ FAIRFIELD
Account Number® 987654321

Aecount Mame* Daffy Duck

Lodgement Reference Mumber

e Bank Splits can be setup to have a dollar amount portion of you pay automatically sent to separate accounts.
e There is a limit of two extra accounts, ontop of your main bank account, that your pay can be split into.
e The remainder of your wages will go into the main bank account listed at the top of the Bank Details section.

Bank splits are not for you to pay bills. They need to be personal bank accounts. Please note that funds will go to the bank splits first.

Bank Splits

e
Bank Split Code BSEB Mumber Account Number Account Name Standard

Amount

Q B BANMK DEDUCTION 1 012292 » FAIRFIELD 59903042 DAFFY DUCK A

e Complete all fields in the Bank Split section. Ensure that the bank account information is correct.
¢ Standard Amount — This is the dollar amount to be paid into the nominated account.
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Position & Classification

¢ Both of these menus relate to your employment information.
e You do not have access to updated the information found in these screens.
e Review this information to confirm that is correct and advise your manager of errors that require updating.

Position Type

Location 1000 ~ Sample Store
Floor

Work Phane No

Extension

Apprentice/Trainee

Organisation Hierarchy

Level 1 10000000 HJAUST
Level 2 40000000 HJPL

Level 3 47000000 Information Technology
Level 4 47200000 Project Management Offica
Level 5 47220000 Payroll Project Manager
Level 6 R1000000  Sample Store

Positi - :
osten Classification
Posiion 1D BBC00CRETIRN v Sample Store-CR-PT-TRN Posiion FTE Hours Per Week 0.00 _
Employee FTE Hours Per Week 0.00
FTE Factor 0.00000 Employment Type * P ~ PART TIME
0.00000
Employee FTE Personnel Type * A - Award
Base Hours 10.00
Salary Grade 9999 Award aL =~ HJ QLD Collective Agreement 09
Job Title CREW ~ Crew
Award Classification -
Reports To Personnel Group -
Pasition R10000RM Remuneration Group -
D Full Name Place Joinad -
Number . . .
Organisation Joined -
909000 Manager John
House Provided

My Details — LEAVE

X e Allrequests for leave must be entered into Preceda via the ESS portal. This will ensure that a record is
Navigator < kept of the leave and it is paid by payroll.
Pe e  Allleave must be both ENTERED and APPROVED before Tuesday 4:45am.
Leave e Leave balances and history can be found in this section.
) Speak to your manager before submitting a request for any extend periods of leave.
Leave History >
My Leave
Payro

wHOBPER
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Leave History

ensure correct payment of leave requests.

Provides you with a record of all leave applications that have been processed by payroll. Review this record along with your payslip to

Applying for Leave — Leave Planner

» Task Bar select ‘My Details’. Navigator Bar select ‘Leave’ then ‘My
Leave’.

» Then click on the ‘Leave Planner’ icon. This will show all employees
in your team/department who have requested leave at that time.

» This is will allow you to see if another employee is away at the same
time you want to apply for leave. You may have to change the dates
when you want leave.

* You can select PREVIOUS or NEXT to move the calendar to the next
month.

« It will not tell you what type of leave has been requested for your

Leave Informat § aave Planner

o e |

Leave Reason

Start Date *

End Date * W T|F|S5 |58 M| T |W T|IF|s| S| |mM|T|Y
Return to Wark * ID Number Name 29 | 30 31 1 2 3 - 5 L3 7 8 9 10 11 |
Hours away 01422 1, JAMES

Publ. hol. hours

Duck, Daffy

Janes, James

BUNNY, BUGS
Manager, John

Additional infol

fellow employees.

Applying for Leave — Leave Balances

» Task Bar select ‘My Details’. Navigator Bar select ‘Leave’ then ‘My Leave’.

* You can change the date to see the amount of annual leave you will have
accrued at a future point in time.

» Contact your manager if you require your sick leave balance.

Hungry Jacks Preceda Employee Self Service Portal User Guide V4 20DEC19

Leave Balances
Classification

LSL

Annual

Remaining Balance Projected To

0.00 Hours

6.49 Hours 24109113 ]
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Applying for Leave

Task Bar select ‘My Details’. Navigator Bar select ‘Leave’ then
‘My Leave'.

Select the ‘Leave Type’ from the drop down menu

Select the ‘Leave Reason’ from the drop down menu (Not
required for Long Service Leave, Annual Leave and Personal
Leave).

Enter the start date and end date. Return date will automatically
populate when you enter the start and finish date.

Hours away will automatically populate with your standard work
hours for that day or your agreed work pattern. For casual
employees you will need to enter the number of hours of leave
you are applying for in the calendar for each day of leave taken.
You can reduce the hours away by clicking on the day on the
calendar and entering the new number of hours to be taken as
leave.

EG: Work pattern is 8 hrs, but you are only applying for 5 hours
of leave. Adjust the number of hours on the specific calendar
day/s that you are applying for leave.

Approval — Your managers will automatically populate in this
section.

Include a comment to provide detail of why you are requesting
that leave.

Click ‘Send Request'.

Apply for Leave L]

Leave Planner

(Leave Information

Leave Type™
Leave Reason
Start Date ™

End Date =
Return to Work ™

Hours away

\F’ubl. hol. hours away

Annual Leave

24/04/19
24/04/19
25/04/19

0
E4

(=T ]

\QEEIEIEI<</

Additional information

Approwval
Manager
Alternate Manager

Requests/comments

5.00

Reset

909000
390292

~ | HJPayrollProject@hungryjacks com_au

~ | lisa.mare@hungryjacks.com.au

The approving manager will then receive an email notification of your request.

Doctors’s Certifcates: If applying for sick leave for two or more consecutive days leave,

you are required to provide a doctor’s certifcate.

Attach you doctor’s certifcate by clicking on the checkbox and attaching the certifcate.

Hungry Jacks Preceda Employee Self Service Portal User Guide V4 20DEC19

Additional information

| have a doctor's certificate

(]

Drop file(s) to attach, or Browse.
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Leave Types

When selecting your leave type there are a number of options that appear in the drop-down menu. Below is a list of the options and their

descriptions.

ANNL - Annual Leave

Used for holidays or when requesting time off that is not sick/personal leave.

Full Time and Part Time employees only

BER - Bereavement Leave

Used for leave taken for the death of an immediate family member or member of their household OR an immediate
family or member of your household suffers a serious illness or injury that poses a serious threat to their life.

Full Time and Part Time employees only

CARE - Sick — Carer’s Leave

Used when you require to take leave to provide care and support to an immediate family or household member who
is ill, injured or is affected by an unexpected emergency.

Full Time and Part Time employees only

CRCM — Team Meet WDay Cas

Used for when you attend a 1 hr team meeting on a weekday

Casual Employees

CRCW — Team Meet Wend Cas

Used for when you attend a 1 hr team meeting on a weekend

Casual Employees

CRPM — Team Meet WDay Perm

Used for when you attend a 1 hr team meeting on a weekday

Full Time and Part Time employees only

CRPW — Team Meet Wend Perm

Used for when you attend a 1 hr team meeting on a weekend

Full Time and Part Time employees only

COMM — Community Service

Used for when an employee engages in a voluntary emergency management activity

All Employment Types - Unpaid

NDIS — Nat Disaster Paid

Used when unable to attend work for up to two day’s due to a yellow alert or a state of emergency is declared, or
where flooding, earthquake or bushfires occur, or are imminent, an employee shall be allowed to leave work to care
for their family and/or property where there is a genuine risk.

Full Time and Part Time employees only

NDUP — Nat Disaster Unpaid

Used when unable to attend work due to a yellow alert or a state of emergency is declared, or where flooding,
earthquake or bushfires occur, or are imminent, an employee shall be allowed to leave work to care for their family
and/or property where there is a genuine risk. Unpaid leave

Full Time and Part Time employees only -
Unpaid

JURY — Jury Duty

Used for when called for Jury Duty.

Full Time and Part Time employees only

LEUP — Left Early Unpaid

Used for when leaving a shift early but not sick.

All Employment Types

LSL — Long Service Leave

Used for when taking accrued long service leave.

All Employment Types with LSL accrued

LSUP — Late Show Unpaid

Used for when you have shown up late for a shift

All Employment Types

MAT — Unpaid Maternity Leave

Used for when taking Maternity leave

Full Time and Part Time employees only

PAT — Unpaid Paternity Leave

Used for when taking Paternity leave

Full Time and Part Time employees only

NSUP — No Show Unpaid

Used for when you have not shown up for your shift

All Employment Types

PERS — Personal Leave

Used for when you have a personal illness or injury and unable to attend work

Full Time and Part Time employees only

PERSUP — Sick/Per Lve Unpaid

Used for when you have a personal illness or injury and unable to attend work

Casual Employees

PHNW — Phol Not Worked

Used for when a public holiday falls on your rostered day on but you will NOT be working that day

Full Time and Part Time employees only

STUDY — Study Leave

Used for when you have agreed unpaid leave to undertake study

Full Time and Part Time employees only

TRAIN — Training

Used for when you attend a training session that does not take place in your restaurant

All Employment Types

DOMV - Dom Violence

Used when required to take leave to deal with family and domestic violence

Full Time and Part Time employees only

DVUP — Dom Violence Unpaid

Used when required to take leave to deal with family and domestic violence

All Employment Types

Hungry Jacks Preceda Employee Self Service Portal User Guide V4 20DEC19
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MORE INFORMATION REQUIRED oo
Leave Information Chrsaification ing Balance
When actioning your leave request, your manager has an option to select ‘More sl | [, e |
Information Required'. If requested by your manager, you will receive an email o [EEREEE
notification asking you to provide more information in the leave request. Nommey o [ N
Pubil hal. hewrs aveay 0.00 P Active Requasts
o Task Bar select ‘My Details’. Navigator Bar select ‘Leave’ then ‘My Leave’.
Additional informartion
o Double click on the leave request with the status ‘More Information Req’
found in the bottom right side of the screen in Active Requests.
e The request will now open. Enter more information to support your leave
. . . . Manager
application in the ‘Request/comments’ box and click on ‘Save’ At
. - g - - - m>
Your manager will receive a notification that you have replied, and they will now
be able to action your request.
Once the request has been approved by your manager you will receive an email notification. ty Leave
Leave Infon
Application Status *More Information Required
Leave Type* Personal Leave - Type Sick
Leave Reason - Balance 0.00 Hours
Start Date 1912119 [m} As at
End Date” 19112119 ] Applied 8.00
Return to work ™ 2012119 ] Paid 0.00
Hours away 8.00 Quistanding 8.00
Publ. hol. hours away 0.00 Declined 0.00
Cancelled 0.00
Additional Information
I have a doctor's certificate
Drop file(s) to attach, or Browse.
Approval
Manager 500003 ~ TEST@HUNGRYJACKS.COMAU
Alternate manager 500002 ~ LISAMARE@HUNGRYJACKS.COM.AU
rRequastchummean ]
\ Managel’s comment
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PRECEDA-MESSENGER@ASCENDERHCM.COM Lisa Mare
Application for Leave from Daffy Duck (3909001)

Reviewing and Amending leave request

® Once your leave request has been actioned by your manager you will Leave Application from:
receive an email notification. osition : Sample Store-CR-PT

Department : Sample Store

Has requested A Leave for the period 17/06/19 to 17/06/19 returning to work on 18/06/19.

* You can only amend those with the following status;

Additional Comments Provided:

*Request Submitted — you can amend dates or delete application
*Approved — you can only delete application

Click here to sign in to Preceda
https://www.preceda.com.auflogon

Note: This e-mail has been sent to you by the Preceda messaging service . Please do not reply directly to this e-mail.

To amend or cancel your request whilst status is REQUEST SUBMITTED

This email has been scanned by the Symantec Email Security.Cloud service.

* Open the leave request you wish to amend by double clicking the line in Farmeore nformstanpeasenist 0o e

your ESS portal under Active Requests
» Click on delete to cancel the application.
» Or amend the dates/hours by clicking into the date field and changing to correct dates.
* Your manager will be notified of these changes.

To cancel your request whilst status is APPROVED

* Open the leave request you wish to delete by double clicking the line in your ESS portal under Active Requests
* Click on delete to cancel the application.
* Your manager will be notified of these changes

If your leave has “PROCESSED?” in the status, then you cannot cancel this leave. You need to advise your manager to notify the payroll
department to cancel the leave.

wHObPER
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My Details — PAYROLL / PAYSLIPS

. Your payslips will now be stored and accessed in your ESS portal.
Navigator < . They can be downloaded and emailed or printed if required.
. Your payslip will be stored in your ESS portal for the length of your employment. Upon resignation from

P | L . ) : :
er=ana the organisation your will no longer have access to your ESS and should download all previous payslips prior to

Leave your last day in the business.

Payroll

R

Accessing and Reviewing Your Payslip

® You can see a summary of your pay slip information in the
payslips section.

® To view your actual payslip click on the line you would to
view.

Y| 4 1oft- »

o o . .
Select ‘Click to view selected Pay slip ForPeriod | Pay | Weeks | Pay Method Payment Super Gross

® Your payslip will now open in a new window. Ending Sep | InPay Date Payment
® To email your payslip select ‘Email Pay Slip’ and enter the

. . . 24/09M18 1000 B Bank Credit 26/09/18 24/09/18 ETER | 4.00 369.41
email address you would like to send it to.
17109118 1000 B Bank Credit 19/09/18 17/09/18 21298 0.00 21298
10/09/18 1000 B Bank Credit 12109118 10/0%/18 408.72 10.00 398.72
Hungry Jacks Preceda Employee Self Service Portal User Guide V4 20DEC19 v«m%ﬂ'fan




Example Payslip

Pay Run Details

Break Down of Hours and Pay
Rate (includes penalty rates
and overtime if applicable).

Net Pa_y ﬁ

Superannuation ===

Your Payroll Details

Company
ABN Mo.

Payslip for Miss Daffy Duck , 1D Number 909001

11
25008 747 O73

Hungry Jack's Pty Ltd

Your Leave Balances

1D Number 809001 Annual 0.00 Hours  Enitiement  mm——pm—
Mame D Duck LSL 0.00 Hours Entitlement
—— 2y Frequency Wesekly
Period of Payment 18/09/18 - 24/09/18
Paid on Date 26/09/18
Weeks in Pay 1.000
Payslip Type Payslip
Position Title Sample Store-CR-PT
YTD Details
Taxable Gross 5 995.11
Tax 5 14.00 h—
Met $ 981.11
Description Date Hours/Units Rate Amount Sub-Totals
BEFORE TAX EARNINGS
01 NORMAL HOURS 22.00 5 1154 5 25401
73 P Sunday 5.00 1 13.71 H £8.60
_* 89 FP Mon-Fri 10p-12a 4.00 s 12.70 s 50.80
Sulb Total 31.00 5 3734
TAXABLE GROSS EARNINGS $ 37341
TAX DEDUCTIONS
TAX 3 4.00-
TOTAL TAX DEDUCTED 5 4.00-
TOTAL NET PAY - Bank Credit 5 369.41
Met Pay Distribution
FAIRFIELD D12-292 987654321 3 389.41
BEMEFITS
5B SGC 5 30.65
Sub Total 5 30.65
MNOTES

Expected Super Payment 31/10/18
5B - Recipient: Sunsuper

Hungry Jacks Preceda Employee Self Service Portal User Guide V4 20DEC19
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Summary Information
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My Details — Actions

Initiate Resignation

Navigator £ ) . . . .
Resignations can be submitted through this function of Preceda.

Actions

Personal Speak to your manager before completing your resignation as you will need to confirm with them your
final date of work.

Leave

Payroll

¢ Review the residential address that is prepopulated and update if this is not your current
address.

¢ Click on the calendar icon to select the proposed date that you will be finishing.

e Select a reason for leaving from the drop-down menu.

e Enter more details of your reason for leaving in the comment section.

e Click ‘Save’ to submit your resignation.

If you submit your resignation in Preceda and require this to be changed or
cancelled please have your manager contact the payroll department.

Hungry Jacks Preceda Employee Self Service Portal User Guide V4 20DEC19

Initiate Resignation

Enter resignation details and click save to send it your manager.

Position ID R10000CRPT Sample Store-CR-PT-TRN
(If this is not your current address please update it before continuing.)
Residential Address 100 WILLIAMS STREET| ]
WOOLLOOMOOLOO
State/Region NSV ~ Postcode 201
Proposed Date* |
Reason M
Comment
Last Day at Work g
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Ascender

Forgot your Password? - &y Preceda

To prevent being locked out of your account click on the ‘Forgotten Password?’ link.
This will allow you to reset your password by answering your secret questions.
The number of incorrect login attempts is set to 4.

After your 4th unsuccessful attempt your account will be disabled, and you will need to email payroll at
the address below.

System Support

For Preceda support or if you disabled your account please contact payroll via this email address below.

Precedahelp@hungryjacks.com.au

Please include your Preceda username along with screen shots if possible to assist the payroll team in trouble shooting.

Hungry Jacks Preceda Employee Self Service Portal User Guide V4 20DEC19
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