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Ready People Mobile App

Trusted for over 30 years, Ready Pay by HR3 is the leading provider of
people management software.

We know society continually needs innovative solutions to solve new and
emerging challenges. And we also know technology alone is not enough. e

That's why we've never lost sight of the power of a people-centric [|REESES
approach.

We have launched the Ready People mobile app as an extension of
Ready Pay by HR3 to support the workforce success in your organisation.
Ready People offers convenient, flexible, automated solutions for the
employee and manager to access their payslips, leave and more
anywhere at any fime.

Ready People is a cloud-based mobile app, and it is constantly
improving. Here are some features we are bringing to you at this stage:

My Pay

share the payslip through the apps available on their phones.

54,026.00

Ready People show all the payslips HR3 retains.

54,026.00

My Leqve “':" = “i’m 1B32.12h

73.66h

My Leave allows Employees to apply for leave through Ready People.
They can view their annual leave and personal leave balance.

The employees can select different leave types and reasons when they
apply for leave. They can also choose to attach a file when applying for
leave.

Managers can approve or decline leaves in Ready People.

As the Admin, you could update the leave types and reasons that can
appear on Ready People through HR3 Kiosk.

. readytech
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My Time
© My time

My Time allows employees to enter their fimesheets in Ready People, they -

can also view and edit their timesheets. Managers can view and approve

their employees’ timesheet under Actions.

1M, Friday

My Details

(&) My details

. The employees can view and edit their details in Ready People.

Andre Le
ADRENALAN

Parsonal details
Emergency contact details
Bank accounts
Supercnnuation

User defined fields

9:08 & -

Preferences {3 Preferences

Security: The employees can set their preferred method to log in either

Security

Biometric or Pin Code, Contrring your oo sach ke e o s
opened.

Application: Employees and managers can turn the notifications on to L -

receive leave requests notifications or approval, there is a support link H e agmrume

available for the employees to access to FAQ. Please refer to this link fo [ *e'e=er

A Notification

find out more information about how employees and managers can l o

€ support

utilize Ready People.

Account

Account: Employees and Managers can also reset passwords here. Yo——
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We would like you to know the limitations on the app before you enable Ready People for your
organization:

1.

»

Automated Workflows for leave requests - Automated Workflows for leave requests are not
available in Ready People. If you have Leave Request Workflows enabled, you cannot use
the Leave menu in Ready People and vice versa.

Manager drill down of timesheets - The manager cannot drill down into their team's timesheets.
The Timesheet show a summary of total hours submitted by the team. You can look at the
details of daily timesheet entries in Kiosk.

Job Costing in timesheet - Job Costing is not available in fimesheets. You can sfill use
timesheets without job costing in Ready People and continue to do job costing entries in Kiosk
timesheets.

Work patterns in Timesheets - Work patterns are not supported in Timesheets.

Weekly Timesheet Summary - Weekly Summary for timesheets does not get populated in Kiosk
through fimesheet entries in Ready People but Worked Hours and Worked Hours Decimal does.
Single Sign On - Single Sign On is currently not available in Ready People. If you are currently
using SSO you cannot enable Ready People. You will be notified once it's ready to be used
in the app.

MFA - The new logon experience will not initially support MFA. This feature will be added shortly.
More details will be provided when the new MFA feature is released as employees will need
to re-register MFA.

readytech ’



Admin Guide for Ready People

How to Enable and Resync Ready People?

The following guide will provide you, as an Admin,
the steps on how you could enable Ready People
for your organization, how to invite your
employees to use Ready People and what
functions and options you have between HR3
Kiosk and Ready People to suit your business’
people management needs the best.

Important note: Please do not forget to invite your employees to use Kiosk and Ready People through
the employee emadil invite functionality, this is mandatory when you have new employees on
boarding.

Enable Ready People Mobile App

In Admin Kiosk, click System Options — Ready People Mobile App — Enable/Disable Ready People
Mobile App and you wiill see Enable Ready People Mobile App button.

Note: Only the employees who have the HR3 Kiosk can access the Ready People mobile app.

Display Mail Planner items Companies Leave Type Escalations Timesheets Job Costing Expenses HR Options OHS Options OHS Actess Links AW Options

[ Enable/Disable Ready People Mubllelxpp) ~

Enable Ready People Mobile App

Status Disabled

Ready People Mobile App Settings v

Learn More v

Once your business decides to enable Ready People, you can click this Enable Ready People Mobile
App button and the set-up process of the Ready People mobile app starts. A message window will

POpP Up:

This message provides you the link to access
Ready People Admin Guide and make sure | | meortent tesese

you understand that Kiosk login experience will I acknowledge that | have downloaded and resd the Ready Peaple Admin Guide
ChOnge, Ond ”_ Conno’r be reversed. | understand that Kiosk login experience will change and can't be reversed

You need to tick both boxes and click '‘OK’ to
continoe. [ o W o |

You will receive another message window to
remind you the process will take some time to
Complefe, C||Ck ‘OK’ |f yOU WOUId I|ke To The process will take some time to complete. Are you sure you want to continue?

continue.
[ o o |

Important Message

> readytech °
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Once the process starts, you will see a progress
bar and the status updates to ‘Working'.

Ready People set up is running

Job progress: 10%

Current status: Working

Once the progress is completed, a status
window will pop up fo let you know Ready
People mobile application is enabled.

} Getting Kiosk ready..

Ready People set up is running..

Job progress: 100%

100%

Current status: Completed

Ready People mobile application is now enabled.

The Status will be updated to Enabled.

powered by hr3 kiosk
Welcome Della - Planner items Companies Leave Type Escalatians Timesheets ok

Ei

out Ready Peaple Settings

@A company Disable Ready People Mobile App

Please note that only those employees that have access to HR3 Kiosk will be able to access th

K28 My Team
i ) Status Enabled
O Enployee Deis

@ Erployec HR Detais Support Link

eave Details Lean More

X
B Reports & Paysiips

Resync

When an employee is unable to access the app. Please contact support when you need to use
resync for any employees who might have issues in accessing the app.

. readytech
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Who can access the Ready People mobile app?

The em ployees WhO hOVe The H R3 Kiosk Wi” Details = Characteristics = Tax | Security | Conditions of Employment = HR - Positions = OHS - Locations = Termination = User Defined Fields

Access

have access to the Ready People mobile e .
app.
Kiosk Profile  administrator

. . eports and Payslips Password [#ttttior Show passworc
The HR3kiosk access is confrolled here: = 7 = =
Employee — Security — HR3Kiosk in HR3 Eesaord dvet o

HR3pay Security Group

pay.

Note: Terminated employees cannot log in to the Kiosk or the Ready People mobile app.

What are the changes after enabling Ready People?

After the set-up process of Ready People is complete,
the log in screen will change:

Welcome Monika

The Change Password button in the HR3 kiosk will be ‘
changed to Change Reports & Payslips Password.

The employees can change their passwords here; @& e
however, it is not mandatory the employees can still < ik e
log in as well as view reports and payslips using the t Change Reports & Payslips Password_|
current passwords. Themes
Help request
Logout

How do | disable Ready People?

You can disable Ready People Mobile App by clicking the Disable Ready Mobile App button, the
status will change to Disabled. The employees =f £z
cannot access Ready People anymore. (

Please note: The changes made as mentioned
above to the HR3 Kiosk (login screen and
Change Reports & Payslips Password screen)
cannot be rolled back after disabling Ready
People.
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Ready People Mobile App Settings

Logo

You can change the logo thatis displayed at Ready People Home page.

Under Admin — System Options — Ready People Mobile App — Ready People Mobile App Settings
— Browse — Select the Logo — Upload the Logo

NOTE: A square image with white or transparent background
recommended.

Support link

As an admin, you can configure how you would like the employees to contact support.

You can:

1. Choose the Default Please contact your employer. When the
employees click Support in Ready People, they will see Please Contact
your employer.

2. URL: You can put a link here and when the employees click Support in
Ready People, they will be directed to the link.
For example, the link could route users to an internal support desk.

PIN cade
F st b

3. Email: You can choose to put the email address here, when the

employees click Support in Ready People, their enquiries will be directed || a .
to the email address. © e
For example, an Email address that is used for payroll queries.

Support Link

@ Default Please contact your employer
(O urL

() Email

». readytech 8
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Manage Mobile App Menu
Manage Mobile App Menu

You can choose if you would like to show My
Leave, My Time or My Pay on Ready People by

ticking or unticking one of the following boxes. e
Rd My Time
If My leave and My Time are not selected, 2 My Pay
Actions will not be available on Ready People.
Update
Learn More
This link wil take you to our Ready =’=fx . ===

,,,,,,,,,,

People Help Page. This page will © -
provide the Admins with the Admin .. -
Guide with the information before it
can be rolled out to your organization.

=

How do | invite our employees to use Ready People?

As an admin user, you can send email invites to all existing employees
or new employees on boarding to the mobile app so that it is available
to everyone when your organisation is ready to use it.

Under the Admin menu in Admin Kiosk, there is a new opftion called
‘Employee Email Invites’, you can:

~o@xo

e Customize the email invites templates under ‘Customise Email
Invites’

e Filter the groups or select the individuals whom to send the email
invites to under ‘Send Email Invites’

I g 92 =
E F 2 i

B < 0-

> readytech ’
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Customise Email Invites

Under this tab, you can design the email invite templates to suit your business need. You can also

view in HTML and preview it.
> 1 hr3cloud eady Ce
. nracloud.com says
Click ‘Save’ to save the changes. y
Are you sure you want to restore to default template?
You can restore the default template if decide “
Cancel
to use the default template.
) B T T — o
Email invite for Kiosk (new employes onboarding ] B == & L
Ermail invite for Kinsk and Ready People {new employee snboarding) Normal w | Century Gothic wl|Fontsizey -« B I U &5 = = =2 =2 § v A

Ernail invite for Kiosk and Ready People |existing employess

Employee self service
on-the-go.

i fFirstName),
ou are invited to join the {CompanyName} employes self-service onling

bortal.
Tou wil have easy access to view payslips, manage leave, and edit persong

detalls anylime, anywhere and at your convenience.

Ihe employee self-service Kiosk will allow vou to;
+ Be in control of your leave with calendar view and leave forecasting
A\, * “Tew, share or download payment summaries and past payslips

HTML Proview

[ [ e

Ji i

Send Email Invites (Mandatory)

You can select and filter the groups of employees that you would like to send the emaiil invites to.

Send Email Invites

Select the email invite template

Employee Hame Email Address Company Name

Choose the right company if you have
more than one.

. readytech
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Select the departments that you
would like to send the email invites to.

Send Email Invites

Choose the Employment Status.

Send Email Invites

Kiosk only (new employee onbo. - m
[ setectal  Employee No Employee Name Compar
[ s ]

You can also search individual

employees in the search bar. :

. [ selectal  Employee No Employee Name Email Address Company Name

Click ‘Send’ once the groups of

employees have been selected.
N

The system will confirm if you are sure
to send the email invites, click OK to
continue.

hr3cloud.com says

Are you sure you want send email invite to 1 employees?

A successful message will pop up after
all email invites have been sent.

. readytech
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Successful! All email invites have been sent.
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This is an example of what employees
will receive

You're invited to your employee self-service!

<
Kiosk | /@h il indil
To @ 9:5

® If there are problems with how this message is displayed, click here to view it in a web browse
Click here to download pictures. To help protect your privacy, Qutlook prevented automatic
download of some pictures in this message.

Employee self service
on-the-go.

Change the access to Employee Email Invites page

The access to Employee Email Invites page to different user groups can be defined in Admin —
Groups — Admin. Select the checkboxes against Employee Email Invites to give a user group access

to this page.

. teem
Users
OHS
Group:

Management
HR Framework

Admin

N ST @

=

HR Framework
Men
News Updates

System Options

HR Framework
Menu

Mews Updates
System Options
Requests

Employee Email Invites

ready pay
* M powered by hr3 kiosk

Requests

Employee Email Invites

. readytech

Support
Company My Team Employee Details Employee HR Details Leave Details Expense Reports & Payslips Timesheet Suppart Management] oHs HE
Reports & Payslips

Subltem

Institutions
ANZSCO
Positions.
Training
Skills

Events

Escalations
Timesheets
Job Costing
Expenses
HR Options
OHS Options
OHS Access
Links

Ready People Mobile App

12
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Change the personal details edit scope in HR3

Note: Phone and address edit scope are controlled — > ready pay
via this permission. By default, the preferred phone : e by WKk
and address are enabled and editable in Ready B rerors i
People. Name
p @ fimesheets Administrator
Click on Admin—Groups and select the group that ~ # *
you want to change the edit scope (here we
SeIeCTed ESS) . m Page 1 of 1 (3 items) n
Menu
. . . e Employee Details M assigned Eployee Epopeename
Click on Employee Details to modify the personal P
details edit scope K Loove Detas
BB Reports & Payslips 000083 Kit Bany
@ Timesheets Comp
’9 Admin Item

To prevent the employee from editing their phone and address in Ready People and HR3 kiosk —
toggle off the "edit" checkbox in the personal details section.

Click Update to save the changes.

= »ready pay [l ]
[
[ QST B
© irerrns -
e 5
S e
o R .
~ i e B g W o Y st ooy S (e o
[ ] - = D
: a = a a = =
- - - - - -

With the phone and address edit scope toggled off the employees are unable to edit their
primary phone number and address

212

& Personal detils

Mobile - preferred
@ caroct your samiistrator to updars thass detoils

Number
0444M222

ter
092

123 Some great address
Adkdress 2

Post code

3804

Suburb

NARRE WARREN EAST

Victoria
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Change the personal details view scope in HR3

As the setting above, go to Admin—Groups—the Groups you need—Employee Details.

To hide a personal details section, toggle off the "display" checkbox for the section. Here we are
preventing users from viewing user-defined fields.

Ready People displays sections:
* Personal Details

* Emergency Contacts

* Bank Accounts

» Superannuation

* User-Defined Fields

For Ready People to display these sections, the display check box must be toggled on and the
section must contain details. Click Update to save the changes.

= »ready pay E=F =
© e =
o
o : -
@ Emplayee Hi a
x i ]
B = L]
- - ~ - e N —
a 1]
[ e a
- 1]
a
1]
1]
- 8 D

With the user-defined field toggled off, the user-defined field section is hidden from the user:

1:5:
@ My details

TC

ersonal details >
Emergency contact details >
Bank accounts >

Superannuation >

> readytech a
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Update leave types and reasons for Ready People in HR3

You can update leave types and reasons for Ready People through the HR3 Kiosk.

Click Admin—System Options—Leave Type and select the company.

= > y pay
powered by hr3 kiosk
e Employee Details - Display Mail Planner Items Companies Q Escalations Timesheets Job Costing
@ Employee HR Details Action Company Payrc
s ADRENALAN
¥ Leave Details
Leave Pl Options
B  Reports & Paysiips eave Eres
(@ Timesheer —
,‘r Admin
Leave Block Out
User:
Group:
Men
News Updates
System Options

To show a leave type in the list - ensure the "show" checkbox is enabled. In this example, we
will display the leave type "Public Holiday" on the leave request form.

Note:

* These changes will also be reflected on the HR3 kiosk.

* Enabling non-negative leave, the HR3 kiosk and Ready People will validate that the employee has
a positive leave balance prior to submitting the leave requests.

C Owerride Description Detautt

NNNNNNNNNN

aj[E]][an[jn?
®

To show a leave reason in the list, ensure the "show" checkbox is enabled. In this example, we will
display the leave reason "Carers Leave" on the leave request form in Ready People.

@ Oo§

-0

Note:

* These changes will also be reflected on the HR3 kiosk

> readytech °
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My Time
Timesheet details can be set in Kiosk Admin — System Options — Timesheet — Timesheet Definition.
meum Comp Escalatons D . eop s o
A Company
KB My Tem f— s [P F—— Lo toning
e Employee Details 4 ADRENALAN All Al Al Sunday
@ e 3 NSW Besheepers Full Time A esdsy
a Leave Details £ Caterpiltars Inc Al Al Al Monday
O — Ed Rick's New Test Al Al Al Sunday
E Expense Details S—
?  Supper

BB Reports & Paysiips
n "

o9 o

B8 Management

Admin
Users

Click the Edit button to add timesheet details to the definition:

(-] ADRENALAN Al Al All Sunday
% NSW Beekeepers Full Time Al
ra Rick's New Test All All Al Sunday
P—

You can set the timesheet definition for different companies, departments, employment conditions
etc. The pay items can be added under Items and any pay periods, warnings etc. Can be added
in the same page by expanding those menus. Click Update to save the changes.

The access levels for all user groups in Kiosk can be defined in Admin — Groups — Timesheet:

> readytech ¢
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= YRy = B
Grouphame | administrator
Descrpton | System Adminsrstor
A comey
co EE M L KL wn oe  of u ooz
€5y MyTeam —
Empiayee Detais

O = O assigned Employee Employee Name Company Name Login Groups Assigned WA

@ ooy HROstas o - o . o

A LeaveDetais O 00002 shiam arora £ss o

@ Timesneets u} ooons simonazar wss o

B comse e m} oooosa iesany ess o

u} oooos SironBlace el nc o
2 Suport
S e e e S R ) L e

BB reports & rapsips

& tom Sublam function Mansger | by 0w MyTaam Choiged | Dpispiay Chaa = Coelete
o o

@ o
o a]

& vansgement
o o

4~ Aamn

users

HRFramwork

Employee details report

In HR3 payroll, Data Explorer — Employee details report an extra column called Readypeople has
been added to show the User ID in Ready People. If this user ID is present in the report, then the
employee account has been created in Ready People.

=)
Employees

Selection

Criteria

ADRENALAM; Caterpillars Inc;Rick's New 1 ~

Hired Date

From ~
To ~
Term Date

From -
To ~

QR code

Employees Details: Default Vi

Company Name =

Employee Mo, | First Mame | Surmame

* Company Name : ADRENALAN

000097 su a
000121 Farzana Amat Sanusi
000092 Shivam Arora
000114 Simon azari
000063 Kit Bany
000076 Kathryn Cavanagh
000096 Rex Chapman
000093 Tany Chen

iew

= | Gender

ke
Female
Male
ke
Female
Female
ke
Male:

Birth Date:

2006/ 2000
1408/1571
16/03/2000
L1j7]1574
27031952
23/10/198%
29/10/1989

1106/2001

Age | Hired Date | Years of 5

1f07jz021
10612023
1j07j2021
1[04iz022
1[07j2021
1j07j2021
1f07jz021
1jo7iz021

ISR NS

TermDate | Suspend Reason

Full Time:
Hew employes - aw Full Tine:
Full Tine
Full Time:
Full Tine:
Full Tine
Full Time:
Full Tine:

Employmer | Std Hours | Pay Period | Std Rate

Base Wage (Calc | Annual Salary (Calc|

30000 Weekly $37.9570 §1,442.37
35,0000 Weekly $25.0000 FEE0.00
380000 Weekly £34.0000 $1,292.00
30000 Weekly 40,4858 $1,538.46
35,0000 Weekly F30.0000 51, 140000
380000 Weekly £30.0000 $1,140.00
30000 Weekly $30.0000 $1,140.00
166668 Monthly 36,0000 $5,525.00

§75,003.24 authi|62e75oheshT1 2552dh1 2fd39
§49,400,00 authl|e4a39b55h77F77220e3a1 104
$67,164.00 authd|62e755b49d555bd051 aZatfe
§79,999.92 authl|640913e4a300eea03re0kize
§59,280.00 authl|62e759a4d5eh1F2571264dsh
$59,260.00 authd|62e759aba%be930cd6 704360
§59,260.00 authd|62:75obeadsS5hd0S1 525700
$71,136.00 authd|62e755b45121962426a1 2214

In Kiosk, Admin — System Options —Ready People Mobile App— QR Code, click on the Ready
People QR code button to get a PDF file for QR code, which you can print and share with your
employees. This QR code will take you directly to the app stores where you can download the app.

Display Mail Planner Items Companies Leave Type Escalations Timesheets Job Costing Expenses HR Options OHS Options OHS Access Links
Enable/Disable Ready People Mobile App v
Ready People Mabile App Settings v
Learn More v
~

QR Code

Ready People QR Code
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