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Ready People (Ready Pay by HR3)

Signin

back to top

ready people

infc

My Pay

Welcome to Ready People, the mobile app where you can manage your
leave and view your payslips. You will be invited to create your password
by an email invitation from your employer administrator.

Once you have signed in for the first time you are able to update your
details, create a #PIN code and use biometrics for future sign in.

If you forget your password, click Forgot Your Password? In the Enter Your

Password pop-up window.

You will be required to enter your email address and the system will send
you instructions to reset your password.

Welcome

Log in to ReadyTech to continue to Ready People
App.

S —

Enter Your Password

your email address Edht

Forgot password?

Forgot Your Password?

Enter your email address and we will send you
Instructions 1o reset your password

Back to Ready People App

How do | access my payslips?

You can access your latest payslip from
the home screen or to view all of your

payslips:

e From the home screen, click the
‘pay’ icon on the home screen or at

the bottom ribbon.

e You will be able to view all your

payslips.

e To open a pay slip, click on the
payslip you wish to view.

Please Note: You can use the functions
available through your own devices
such as share, download, and print.
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ADRENALAN

Della Frployes:

Hello!

Today is 20 Apr, Thu

My leave

38.00h 19.00h
Annual leave. personal lecwe

Payslips

Tap to download, and Cpen your paysips.

01 May 2022 - 31 May 2022 8381367
1 Moy 2022

01 apr 2022 - 30 Apr 2022 $381367
301 apr 2022

01 Mar 2022 - 31 Mar 2022 8381367
21 Mar 2022
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My Leave

back to to

How do | request leave?

e From the home screen, click ‘My
Leave’ button, select Request
Leave.

e Under Request Leave, select the
leave type and the leave reason.

o If the leave is part day, toggle on
the Part day leave.

What are the leave types?

The leave types include but not limited
tfo Personal (Sick) Leave, Long Service
Leave, Annual Leave, Public Holiday,
Leave Without Pay, Flexitime Paid etc.

Please note: the view might be different
with  Apple devices and Android
devices.

What do the Ileave
include?

reasons

The leave reasons include but not
limited to Sick with certificate, Study
Leave, Carers Leave, Not specified,
Recreational, Leave to attend funeral,
Board Meeting, Union Meeting, Family
Leave, Sick No Certificate, Fire Warden
Training etc.

Please note: the options might be
different for each business.

How do | select leave dates?

Select the first date and the last date of
the leave, and if it is Part day leave,

ADRENALAN
Della Employee

Hello!
Today is 13 Apr, Thu
My leave

0.00h

annual leave

<>

<>

Time

part day leave?

First dlay i
Last day i
Include weekends or public holidays? >
Approval
Dale Ritchie
Attachments
No attached file.
@ Aattach afile
Comments
Add any relevant comments here
Submit leave request

1132 &

My leave

Annus

Personal | e

Leave requests

Last updated Upcoming leave Past leave

Your leave reauests will be shown here

Home Time: Leave Pay

Annual Leave
Flexitime Paidl

Leave Without Pay
Long service Leave
Personal (Sick) Leave

Fublic Holiday

Board Maating

Carers leave

Family Leave

Fire Warden Training

Leave to attend funeral

Mot specified

Recreational

Sick No Certificate

Sick with certificate

Study Leave

Union Meeting

you can also select the start and end time. The approver should automatically show up.
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08:43 will = -

& Request leave

Loave type

<

<>

Titne

Iiluce weekerds or public holideys? >
Approval
Dale Ritchie

Attachments

© Attachafile

Other questions

Can Ready People show

leave balances?

How do | select leave
dates?

What does approval
mean?

What do | putin
comments?

How do | cancel my
leave request?

You can aftach one document with
maximum 3.5MB along with the leave request.

September 2022 > < >

1 2 3 4

s 6 7 8 @0 n You can also add relevant comments in the
2 13 W 15 B 7 8 comments section.
wowowmomow o m L After checking all the details are filed in
®owowomw correctly, click Submit leave request.
Confirm Please note: the view might be different with
Cancel Apple devices and Android devices.

o

Yes, click My Leave on the home screen or the bottom ribbon, the
Annual Leave and Personal Leave will show up for your reference
when requesting leaves.

Leave dates will appear after you click Request Leave. Slide the year,
month, and date to make sure the correct information is selected.
Then click Confirm.

The approval means the leave request needs to be approved by an
approver in the organisation. The approver will automatically show up
after you click Request Leave.

You can add more relevant leave information depending on the
organisation requirements.

To cancel the leave request:

¢ Click My Leave on the home screen

¢ Under Leave request, select the leave request that you would
like to cancel

o At the top right there is a three-dot option icon, click the icon

* The Cancel leave request option will show up - click it and
you will see awarning page asking if you are sure you want to
cancel the leave request and you can’t undo this action.

The warning page will also require you to provide a reason. You must provide a reason to be able
to cancel the leave request. After you provide a reason, you can select Cancel leave. You can
also click Cancel to keep the leave request.

readytech



User Guide back to top
Ready People (Ready Pay by HR3)

My Time

My time

My time is where you can record your timesheets, SRR

2023

click ‘Time’, on the top bar, you can click the date Thu, Apr 13
period to select the dates or use the right/left arrow —
to navigate to the desired period. , e

12 Apr, Wednesday

SAVED i

08:00 - 17:00 00 os0n

N apr, Tuesday

CANCEL

New Timesheet Entry

& Timesheet entry

e Click on the top bar to select a date.
@ e
08 naar 2022, Fri ThU, Mar 2

Time
March 2023

Eriar €101 ones anc Ima

Tatal s Tatel arsek our

Pay items

@ Add pay item |

ioked hours 0.00 of 0.00h [

Save entry

13 &6 1143 & 6

& Timesheet entry

& Timesheet entry

e Click ‘Enter start and end

time' bar to enable the - = o2 2025 T W
Start and End time button, e
you can slide and select (Time N oot
the desired start/end time. | ... « «
You can also type in the B i
break hours. wo  © gu © e e
o ) 1 ) _
Pay items 4 5 —
L e ] 2
0

. readytech °



Ready People (Ready Pay by HR3)

e You can also add pay
items by selecting ‘Add
pay item’.

e Select the pay item and
type the Work Hours, then
click Add, you can see a
pay item has been
successfully added.

313 & -

& Timesheet entry

05

Pay items

Pay item

Fay itern

oT15

Warked hours

7

Worked hours

Add pay item

Pay item
7.50n
Fay iem ~
v
0.00h oTLs
8.00 of 3.00h
EET Worked hours
- Worked hours 8.00 of 2.00h [EEE
Add
Cancel
Save entry

(=T oe BN BN ]

Pay item

<>
o
<>

8.00 of 9.00n [EETTY Worked hours 10.00 of 9.00h LR
3 -
Add
6 —
9 Cancel

None v

oT16

Toil Acc

Toil Pd

Leave Without Pay

457 @

© Successfully added new pay item.

€

0.5

Payitems
Add pay item
e 7.50h
ors 200h
Werkad hours
werked hours 5.50 of 3.00h [EFE
Notes

Reason or comments

Save entry

& Timesheet entry

e You can add reason or comments in the Notes T
field. Once all the fields have been filled out, S
click Save entry to save this time sheet entry. Pom—
e This entry will appear under My time.
950 of 9.00n [EEEEN

readytech

siness requirements|

save entry

1149

© Mytime

« Ei 22 Feb - 07 Mar

03 Mar, Fridey

02 Mar, Thursday

' 9.50h

08:00 - 17:30 o500

01 Mar, Wednesday

28 Feb, Tuesdry
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Options

You will have 3 options available: Switch employer, My details, Preferences.

Switch employer
e You will see all the employers you have access
to. Click the employer name to switch.

—\ ADRENALAN
= DellaEmployse

Hello!

Today is 18 Apr, Wed

My details

e Where you can view and update your own

details

Preferences

e Where you can enable your security, have ® Wy details
access to the help sections, reset your & Freterences

password and sign out.

@ Switch to anather employer

Switch employer
If you work across more than one employer, you have the ability to switch
your information between employers.

To switch to another employer, click the top left icon beside your name
from the home screen and then select the Switch employer button.

A list of your employers will appear, select the employer
by clicking on the employer name. It will highlight in [*** v

green with a green fick on the right.

@® My details

¥ Preferences

& Switch to another employer

> readytech ’
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My details

To view your personal details, select ‘My details’. A pop-up box will appear with three options:
Personal details, Bank accounts, Superannuation.

The Personal details tab shows you all of the current information you have provided your employer.

14 P

< Personal details

< Personal details

Personal details . .
Caontact information

Ms Ernvail id

jane.wilson@sample.com

Ermeail id (other)
e jane.wilson@sample.com
Wilson
Mobile - preferred Edlit
Number
0412345678

w

® My details Extension

ADRENALAN

01/07/2021

Edit

& Switch to another employer

27/09/1992

Nationality Address 2

b 2026

assport Suburt

No BONDI

. state

New South Wales

Contact information Sty

Australia

> readytech °
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£} Preferences

@ Switch to another employer

€} Preferences

@ Switch to another employer

. readytech
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My details

Personal details >
>
Superannuation >
User defined fields >

My details

DD

Della Dai

ALAN

Personal details >
Bank accounts >
>
User defined fields >

back to top

This is where you find information relating to your
bank account details your Salary/Wages are send
to.

Bank accounts

Banking details

Accountl

ct your administrator to update thase

Account name
P Green

Bank State Branch (BSB)
082136, Bondi

Account no.

n2244

Reference
salary/Wages

Amount

100.00%

Balance
Yes

This is where you can find details and information
about your Superannuation. From the Fund
name, your ABN, date joined and Employer

contribution.

15

¢« Superannuation

My Superannuation

your administrater to update these

Fund name

AMP

ABN
76514770399

usl [ sPIN
AMPO195AU

Date joined
01/04/2022

Contribution Types

your administrator to update these

AMP (Employer) %
10.00
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User defined fields is where your company
My detalls administrator update the details. If you would like
anything to be updated here, please contact your
administrator.

DD

Della Dai
ADRENALAN

Personal details >

ontaet yaur administrator fo update these detals
ESCT Tox Rate %
@ My details Bank accounts > B
£} Freferences Superannuation S Region
User defined fields > Checkboxltem
<@ Switeh to another employer F
Test string

Testing String

Test Integer
Test Floating

12345

Test Datetime
24/05/2022T11:00

Test Date
24f05{2022

Preferences

In Preferences, you have three options:

e Security

Security e Application

ekl e Account

* Biometric .

gt Tioode «> | Security is where you can add a fingerprint, face

rocation recognition or a 4-digit pin code to log in.

Notification oft o o . .

# ot san s | Application is where you can find help, support,

© rer “1 and turn your phone notifications on and off.

€ support

Accountis where you can reset your password or
R P v i > | sign out of the app.

[ signout >

@ My details

£} Preferences

. readytech 0
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PIN code

16:05 e How to create a PIN code

{3} Preferences

Select PIN code, enter your 4-digit code and
confirm your code. When you open your Ready

Security . .
Theso options elpt protect your data by confiming your people app, you can now Iog in with your PIN
identity each time the app is opened. Secity
Fy Biometric These options help to protect your data by confirming your CcO de .
Fingerprint of fage recogniton identity each time the app is opened.
PIN cod Biometric
i PR oft > ¢ gl
PIN code "
Application # Alow-cigl e e
Notificati
B on st e setings o=
@ Holp (54
@ support (54
Account
P Reset password >
[ signout >
1 i 3 1 X 3
'?‘ f‘ L] 4 5 L]
7 8 a 7 8 9
o & 0 lal
.
How to change a PIN code How to disable a PIN code

To change your PIN code click #PIN code. To disable your PIN code Click #PIN code. Click
Click change my PIN code. Repeat the steps Disable my PIN code. A confirmation message
to create a new PIN code. will appear, choose to disable, or keep.

> readytech :
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Biometric

16:05

£} rreferences

4 PN code

Application
@ Notfication

@ velp

@ support
Account

P reset password

[ sign out

The Application options in the Preferences foggle has

three actions:

Notifications — Turn notifications on or off by going to
your phone settings. The toggle to open phone settings
will be available and will send you to the correct

back to top

Biometric is available to you for Fingerprint or face
recognition and links to your own phone settings.

It is recommended to set a #PIN code as a fallback

opftion.

Security

identity each time the app is opened.

ou create a PIN
hod to unlock the

* Biometric

Fingerprint or faca recognition

# PIN code

A four-dligit number

These options help to protect your data by confirming your

screen in your phone settings.

Help - Opens the online Ready People help cenftre

Support — allows you to contact your organisation’s

administrator.

Application

@ Notifcation
@ rop
€ support

Account

B reset password

[ sign out

& switch employar

@ My details

P Prefarences

Preferences

Socurity

identity sach time the app is opened

4 Blometric
PIN code

# igh

Application

. Notification

@ Hop

@ support

Account

P Rreset password

[ signout

These options help to protect your data by confirming your

The Account option in the Preferences toggle has two actions:

Reset password — when this toggle is selected, confirm you would like to reset
your password and you will receive an email noftification.

Sign out — a pop up will open to confirm you want to sign out of the Ready

People app

Signing out
Are you sure you want to sign out?

Cancel OK

. readytech
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Using Ready People to manage your staff

The Action hub allows the manager to access any outstanding actions, such as approve/deny
leave requests.

How to approve Leave

o Select the Actions button at the bottom of your home page screen. The Actions hub page will
have a green background

e Click on the leave request

e Review and Approve the leave by clicking the green Approve button

¢ A confirmation message will appear, click Approve leave

How to decline Leave

e Select the Actions button at the bottom of your home page screen. The Actions hub page will
have a green background

Click on the leave request
Review and Decline the leave by clicking the grey Decline button

A confirmation message will appear, and you must write a reason for declining the leave
Click the green Decline leave button

Annual Leave
[ recvesro |

First doy Last day Loove
14 Apr 2022, Thy 29 Apr 2022, Frt 68.40n

Not specitied

26 May 2022

Oolo Ritchie

> readytech "
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Viewing Approved Leave

Leave requests

As an Employee, you can view your future approved leaves — tevereaess

. . { Require action ) { require action
under Approved Leave in Action hub. Cromooce ) D) -]

| approveD ]

sangram Nandkhile (Vietorie Be— 5 gy
As a Manager, you can view the future leaves you have = s
. . y
approved under Approved Leave in Action hub. PQ

Sangram Handkhils (Vietorla Bo_ g g
Personl (Sick) Leave:
29 Nov 2022 — 26 Nov 2002

There is no approved leave to
display ot the moment. Sangram Mandkhile (Victoria 82— 13 gop
Annual Leove

02 Dec 2022 — D4 Dac 2022

sangr andkhile (Vistoria B¢ 45 gop
& e ]
' © = A © ]

Home sctons  Time  leove  Pay Heme  astions  Time  lemve  Pay

How to approve Timesheet

Approve

As 0 manager, you can approve your direct
report employees’ timesheet in the Action
hub. You can see the number of timesheets

Period it
Timesheets ] eredpaytiome *
that need to be approved. o e
35.00h Filter x Pay items totals

You can click Filter to filter out the data that
you would like to view the timesheet
requests, Filter data range is one week. Click

arson
0 opproed Timasnost porkst

35.00h =

17 Apr 2023 - 23 Apr 2023

Apply filters to apply. e
You can click each individual employee to
check their imesheet details then Approve. & = & & I

If you click Manage, you can select multiple
timesheet entries to approve by selecting
the check boxes. When you click Approve it,
it will give you the option to select Yes or No,

35.00n

and once the timesheets are approved, the -
status will be changed to Approved. ooz
Employee Kiosk will reflect the status. B 0w °

Approve 5 selected timesheets?

Close

> readytech "



User Guide

Ready People (Ready Pay by HR3)

Unapprove

back to top

You can also unapprove timesheet. If you select the timesheet entry, you can have the option to
select Unapprove Timesheets, once you click it, the fimesheet will be unapproved, the status will be

changed to Submitted.

Timecheats (<o [

Period 10 Apr 2033 - 16 Apr 2023 s
oo

Shivem Aroro L Payitems
@ 8] e

35.00n
snoyab Momin

Period pay items

& apprones

totals

Unapprove 5 timeshests

Close

35.00h

7.50n

0.00n

0.00m

0.00n

Perlod pay items x
Timesheets

[ PSS ——
35000 Feron 10 apr 7023 - 18 2pr 2025

Shivom arora

Pay items totals 35.00h

Ordiid
Worked hour

35.00n

ATE YU 5UTS YU WONE 10 UNOPPIOVE § GPpIOVEd
timeshests?
Yes

No

You can view the timesheet details of an employee during the selected period. You can view the
total work hours/total break hours/total of the pay items etc.

. readytech
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