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Introducing ConnX 
 

Accessing ConnX 

 

1. Double-click the ConnX Icon on your desktop; OR 

2. Open the following URL in your browser: 
htps://connx2.cloud.micropay.com.au/Connx53951/frmLogin.aspx  

Logging In 

At the login screen, enter your Username and Password. 

 

 

The username is your employee number OR your Northside email address.   

https://connx2.cloud.micropay.com.au/Connx53951/frmLogin.aspx
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Logging Out 

To logout of ConnX from any page, hover over your profile picture and select Logout on the name 
menu. 

 

 
WARNING 

Do not leave your computer unatended and logged into 
ConnX. 
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Changing Passwords 

If your organisa�on is not using Ac�ve Directory and this is the first �me you have logged in you must 
create a password to access the rest of the system. This is to ensure only you can see and update 
your informa�on. 

1. If you have received a temporary password, enter this into the Password field (or leave this 
blank if you have no password). 

2. Enter your new password into the New Password field. 

3. Verify your new password by entering it again into the Verify your new password field. 

4. Select Set Password. 

 

 
NOTE 

You must have a password to access the ConnX system. 

Passwords are case-sensi�ve. This means upper case and lower case 
words are different. i.e. the following passwords are all different 

• Password 

• PASSWORD 

• pAssWorD 

If you are concerned about upper and lower case passwords, create a 
password with numbers only. 
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If you forget your password the Northside HR team 
(hr@northside.asn.au) can reset it, promp�ng you to create a new 
one. 

You may be requested to change your password at various intervals. 

Passwords have a minimum length of 1. 

Passwords do not have to contain both leters and numbers. 

You can change your password at any �me by selec�ng Change Password on the name menu: User 
Menu > Change Password. 

 

  

mailto:hr@northside.asn.au
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Welcome Page 
A�er you have successfully logged in you will be presented with the Welcome page and the 
naviga�on menu (tabs along the top). The Welcome page contains links to areas you will access most 
o�en. 

 

Finding Your Way Around ConnX 

From the Welcome page you can access any item by selec�ng the white text across the top of the 
screen (for example, to view informa�on regarding your organisa�on, select Company Info). 

 

Quick Links 

Quick Links allows you to navigate quickly to pages in ConnX which are used frequently.  You can 
access Quick Links from your Welcome Page or from your User Menu.   
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Go to User Menu > Options Tab to set how you want Quick Links to display. 

 

Messages and Workflow 

Messages and Workflow are shown with a no�fica�on at the 
top of the screen when there is something to be read and/or 
ac�oned for approval.  

 

My Calendar 

The My Calendar page shows any special days for your organisa�on as entered by HR (e.g. company 
anniversary dates, or social club events), dates of any leave that you have applied for and public 
holidays. It is a read-only page. 

 

Go to My Details > Personal Information > Calendar. 
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Favourites 

The Favourites func�on lets you bookmark which areas of ConnX are your favourites. To add a 
favourite, go to the page you wish to add and click on the ellipsis icon to open up the menu, and 
select the Favourites buton.  

 

The Favourites panel can be found by hovering over your image and selec�ng the ‘heart’ icon in the 
menu. 
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Help 

On most pages in ConnX you will find the help icon         
on the ellipsis menu on the right-side of the screen. If you 
select this icon, you will be taken straight to the help for 
the current page you are in. 

 

If you encounter a problem while using ConnX or if you 
require personal assistance, please contact a ConnX 
support representa�ve. 
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My Details Sec�on 

The My Details pages contain informa�on personal to you. 

 

This sec�on relates to you as an employee of the organisa�on. Here you can view employment 
details, update your own personal details and enter new informa�on (e.g. emergency contacts and 
medical condi�ons). 

 

The easiest way to access this sec�on is to select My Details menu tab. 
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Personal Details 

The PERSONAL INFORMATION sec�on contains links to the pages with informa�on rela�ng 
directly to you as a person, for example your name, address, and contact phone numbers.  

It is your responsibility to update this informa�on in ConnX when your personal details change. 

 
NOTE 

If you change any part of your name this also changes your name 
in the payroll system and will also change on your payment 
summary.   

Edi�ng Your Personal Details/Informa�on 

To make changes to your personal details, go to My Details > Personal Information > Personal Details. 
A screen similar to the following will appear. Make any necessary changes to your details. 

 

To upload a photo of yourself, Go to the photo sec�on in your Personal Details page. 
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In the upload control using one of the two methods, either select the Select File buton to find the 
document, or drag and drop the document into the space in the control. 

Select Save Photo to upload the photo. 

A new window will open displaying the results of the update. If an approval process is required (as 
determined by your ConnX System Administrator), ConnX will no�fy the nominated approvers as 
instructed. 

 
NOTE 

It is best to enter your surname in capitals (e.g. SMITH) 

It is best to enter your given and middle names in �tle case (e.g. Nicole, Cate) 

Middle name is not required. 

Preferred name is not required. 

Marital status is not required. 

If you have an email address that you access regularly, it is recommended that “Email 
Only” is selected in the Send Messages Via field at the botom of the screen. To 
receive the ‘System Message’ you need to be logged into ConnX. 

Changing these details may generate an approval process, depending on the system 
configura�on. If your changes require approval, select My Details > Messages and 
Approval > Workflow Approval Outbox in the naviga�on menu to view the approval 
process. 
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Employment Details 

Your current employment details can be viewed by selec�ng My Details > Personal Information > 
Employment Details. 

 

This is a read-only page. If you would like to query these details, please contact HR. 

 

This page includes details about your: 

• Employment condi�ons 

o Proba�on End Date, if applicable  

o Fixed Term Start and End Date, if applicable 

• Work Schedule 

• Rates of pay 

• Addi�ons (Allowances) and Deduc�ons 

• Superannua�on Fund contact informa�on, and 

• Any posi�onal informa�on that has been set up 

• Links to other Payroll related informa�on 

o Pay Advices 

o Payment Summaries 

o Bank Accounts 

o Tax Details 

 



C o n n X  I n i t i a l  U s e r  G u i d e  f o r  E m p l o y e e s  

 

© 2008 - 2023 ConnX Pty Ltd 19 of 68 

 

 



C o n n X  I n i t i a l  U s e r  G u i d e  f o r  E m p l o y e e s  

 

20 of 68 © 2008 - 2023 ConnX Pty Ltd 

 

Rates and Addi�ons/Deduc�ons 

Your current pay rates, addi�ons, and deduc�ons, and your rate history are visible on the 
Employment Details page. 

 

Select My Details > Personal Information > Employment Details, then select either the Salary and 
Rates, Additions, or Deductions accordion heading. 
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Your annual salary, and hourly rates for normal, �me and a half and double �me are shown in the 
Salary and Rates sec�on. These are your pay rates (before tax). 

 
NOTE 

You cannot change any details here 

Your manager can access this informa�on for performance 
reviews and evalua�ons. 

Select the Show Rate Change History buton to see any changes that have been made to your 
standard pay rate, the reasons and effec�ve date. 

 

The Additions and Deductions sec�ons show any addi�ons (allowances) that you receive each pay 
period, and any deduc�ons that are automa�cally taken out each �me you are paid. 

 
NOTE 

There may also be non-standard addi�ons and deduc�ons that 
occur on a one off basis that are displayed on your pay advice 

Both standard and non-standard will show on your pay advice. 

Your manager can access your addi�ons and deduc�ons before 
tax only for performance reviews and evalua�ons. Deduc�ons 
a�er tax are accessible to you but hidden from your manager. 
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Disciplinary Events 

 
NOTE 

Depending on the selec�ons made, employees may or may not 
be able to view disciplinary events or comments about their 
disciplinary event on this page. 

As an employee, you are able to see Disciplinary Events that have been recorded on your record. 

 

Go to My Details > Personal Information > Disciplinary Events. A screen similar to the following will 
appear. 

 

 

Filter op�ons can be used to search for specific Disciplinary Events by selec�ng your search 
criteria in the funnel icon. 

 

To view informa�on about a Disciplinary Event, select the entry and select View, or double-click on 
the entry. 
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Documents 

You are able to view documents that have been atached to your record by your manager or the 
ConnX System Administrator. 

 

Go to My Details > Personal Information > Documents. A screen similar to the following will appear. 

 

Select the filename link in the right column to view the document. 

 

If your System Administrator has enabled it, you can atach your own documents by selec�ng the 
document and uploading it to ConnX, or you can link to a document on a server by entering a URL. 
You cannot delete a document a�er it has been added. 

Select the related checkbox to make the document available to other users with a specific access 
level (e.g. Employee can see, Manager can see, Supervisor can see.) 

 
NOTE 

Administrators and HR Administrators have access to all 
documents that are uploaded. 
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Employee Notes 

The Employee Notes sec�on of ConnX allows users to record informa�on related to you as an 
employee. 

 

Go to My Details > Personal Information > Employee Notes. A screen similar to the following will 
appear. 

 

To add a new Employee Note, select Add, and a screen will appear promp�ng for data. The fields 
marked * are mandatory fields. All other fields are op�onal. 
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Emergency Contacts 

In the event of an accident, your manager, supervisor, or Human Resources can quickly look up your 
emergency contact details if you have entered these into ConnX. You may have already provided this 
informa�on in some other form (e.g. writen documents) when you started your employment. Please 
note this has not been entered into ConnX and is stored on your HR file only. 

If any of this informa�on changes over �me (e.g. phone number), please remember to update this 
informa�on in ConnX to ensure we are able to contact your nominated emergency contact if it is 
ever needed. We will check ConnX first for your emergency contact informa�on and then refer to 
your file if no emergency contact informa�on is available in ConnX.  

To enter your emergency contacts, go to My Details > Personal Information > Emergency Contacts. A 
screen similar to the following will appear. 

 

To add a new emergency contact, select Add, and a screen will appear promp�ng for data. The fields 
marked * are mandatory fields. All other fields are op�onal. ‘Order’ refers to the order in which you 
would like your emergency contacts to be contacted. 

 

To edit an emergency contact, select the row and select Edit, OR double-click the row. To move to 
the next entry use the arrow butons. 

To delete an emergency contact, select the row and select Delete, OR double-click the row to open 
the Edit window, and then select Delete. 
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Items Register 

This is a read-only screen that enables you to see all of the company owned items that have been 
issued to you. 

 

To see your items register, open the Items Register page via My Details > Personal Information > 
Items Register. A screen similar to the following will appear. 
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Licences 

You are able to record the details of your licence on the Licences page in ConnX. 

 

Go to My Details > Personal Information > Licences. A screen similar to the following will appear. 

 

To add a licence, select Add, and a window will appear promp�ng you for data. The fields marked * 
are mandatory fields. All other fields are op�onal.  
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To edit a licence, select the row and select Edit, OR double-click the row. To move to the next entry 
(if you have more than one record) use the arrow butons at the botom of the window. 

To delete a licence, select the row and select Delete. 

 

ConnX is configured to Send Licence Expiry Reminders 30 days before a licence is due to expire. 
This no�fica�on is sent to both you and your Manager. 
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Medical Condi�ons 

This sec�on is voluntary, and in the event of an accident, enables your manager, supervisor and 
Human Resources to quickly view any exis�ng medical condi�ons if entered into ConnX. You may 
have already provided this informa�on when you started your employment. Please note this has not 
been entered into ConnX and is stored on your HR file only.  

 

If your informa�on changes or a new medical condi�on occurs, it would be appreciated if you could 
keep this informa�on updated in ConnX to ensure we are able to advise ambulance personnel if it is 
ever needed. We will check ConnX first for any medical condi�ons you have entered, and then refer 
to your file if there is no informa�on in ConnX.  

 

To enter your medical condi�ons, open the Medical Conditions page via My Details > Personal 
Information > Medical Conditions. A screen similar to the following will appear. 

 

To add an entry, select Add, and select the most appropriate category from the drop-down list. Type 
in as much informa�on as you wish to volunteer to the organisa�on.  
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You can also delete any out of date medical condi�ons by selec�ng the entry and then selec�ng 
Delete. 

 Previous Employment 

You can enter previous employment informa�on into ConnX if you wish. 

 

Go to My Details > Personal Information > Previous Employment. A screen similar to the following 
will appear. 

 

To add previous employment, select Add, and a window will appear promp�ng you for data.  The 
fields marked * are mandatory fields. All other fields are op�onal.  
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Informa�on can be deleted by selec�ng the relevant employment history entry and then selec�ng 
Delete. 
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Qualifica�ons 

You can enter details of your qualifica�ons into ConnX. 

 

Go to My Details > Personal Information > Qualifications to view this page. A screen similar to the 
following will appear. 

 

To add details of a new qualifica�on, select Add, and a window will appear promp�ng you for data.  
The fields marked * are mandatory fields. All other fields are op�onal.  
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If your organisa�on has the ConnX Learning and Educa�on module, this screen also displays 
qualifica�ons you have gained from comple�ng courses. 

 

ConnX is configured to Send Qualification Expiry Reminders 30 days before a qualifica�on is due 
to expire. This no�fica�on is sent to both you and your Manager. 
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Skills 

You can enter details of your skills into ConnX. 

 

Go to My Details > Personal Information > Skills. A screen similar to the following will appear. 

 

Select Add to enter the details of the skill, such as the Skill Category, Skill, Skill Level, and study Type 
must be entered. 
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Visas 

You are able to record the details of your visas on the Visa page in ConnX. 

 

Go to My Details > Personal Information > Visas. A screen similar to the following will appear. 

To add a visa, select Add, and a window will appear promp�ng you for data. The fields marked * are 
mandatory fields. All other fields are op�onal.  
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To edit a visa, select the row and select Edit, OR double-click on the row. To move to the next entry 
use the arrow butons. 

 

To delete a visa, select the row and select Delete. 

 

ConnX is configured to Send Visa Expiry Reminders 30 days before a visa is due to expire. This 
no�fica�on is sent to both you and your Manager. 
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Tasks/Reminders 

Tasks can be set up in ConnX with or without a reminder. 

Go to the Task/Reminders Icon in the top right corner of your Naviga�on bar . A screen similar 
to the following will appear. 

 

Select Add to create a new task or reminder. A screen similar to the following will appear. 
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Enter the Title, and any other details of the task that you wish. To set up a reminder for this task, 
enter the date for the reminder to start and set the frequency preferences. Select Save. 

 

If you have set up a reminder, a no�fica�on will be shown in the top right corner of your Welcome 

page . 

 

If you have completed the task, highlight the task and select Complete. 

Pay Details Sec�on 

The PAY sec�on contains informa�on specific and personal to you. 

 

This includes:  

• The bank account/s you have supplied, including the split if more than one account 

• Your pay advices (pay slips) 

• Your payment summaries  

• Your tax details 
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Bank Accounts 

The Bank Accounts page shows your bank account details as supplied to Payroll for your pay. If you 
have mul�ple bank accounts ConnX will display the split between your nominated accounts (i.e. how 
much pay goes to which bank account). 

 

This sec�on does not show you how much you received in any pay period. To see the amount that 
was paid into each account you need to view your pay advice. 

 

Go to My Details > Pay > Bank Accounts. A screen similar to the following will appear. 

 

If your System Administrator has enabled it, you can change your bank account details from this page 
by selec�ng Request Bank Account Change Details.  

 

Select Add to add an extra bank account. 

Select an entry from the webgrid, then select Edit to make changes to an exis�ng bank account. 
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Enter a Date Effective, then select Submit Request to send your requested changes to payroll. 

 
NOTE 

If you have your pay going to mul�ple bank accounts, the 
Balance of Pay column indicates where the remainder of your 
pay will be deposited. 

Only you can access this informa�on. 
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Pay Advices 

This sec�on gives you access to your pay advices. You can view and print advices as required. 

 

Viewing Pay Advices 

To view pay advices: 

Go to My Details > Pay > Pay Advices, or select Pay Advices in the Quick Links on the Welcome 
page. 

 

This page displays summary informa�on about your pay for each period (i.e. weekly, fortnightly, and 
monthly). 

 

 
NOTE 

ConnX System Administrators can configure the ‘Pay Advices’ 
page so the ‘Net Pay’ and ‘Gross Pay’ columns are hidden. This 
page can also be configured so that a tool �p appears when 
hovering over the ‘Period Ending’ date, containing the net pay 
and gross pay for that pay advice. 

Click on the Period End Date on the le�-side of the advice you want to view your pay advice. This 
will open the Pay Advice in full so you can see all details. 

 

Only you can access your pay advices. 
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Prin�ng Pay Advices 

Prin�ng your Pay Advice is easy. 

1. Open the Pay Advice. 
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2. Select Print at the top of the screen. 
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Payment Summaries 

Payment summaries show your total pay and deduc�ons for the past payroll year. 

 

Go to My Details > Pay > Payment Summaries to view a list of available summaries. 

 

To view a summary, select the hyperlink in the Date column of the webgrid. 

 

Select Print to send the summary to your printer. 

 

Tax Details 

The Tax Details page displays your informa�on rela�ng to how tax is calculated on your pay.  

 

Only you have access to this page. 

 

The informa�on on this page is read-only.  

 

Go to My Details > Pay Details > Tax Details to view this page. 
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Leave Informa�on Sec�on 

The LEAVE sec�on contains informa�on rela�ng to your leave including: 

• Your current leave balances 

• Projected annual leave balances to a date you select 

• Submi�ng a new leave applica�on 

• Withdrawing a leave applica�on 

• Your current and past RDO records (if applicable) 

• Your leave history from payroll  
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Leave Balances 

The Leave Balances page shows you the amount of leave you have accrued. This page also allows you 
to project leave balances. 

 

En�tlement values are updated at the end of every anniversary year or when a leave applica�on is 
processed in the payroll system. Pro-rata values are updated every pay period. 

 

Go to My Details > Leave > Leave Balances. 
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Projec�ng Your Leave Balance 

To calculate a projected leave balance, enter a date in the textbox at the botom of the screen and 
select Go. The page will refresh displaying the projected balances, as per your current employment 
condi�ons. 

 

Example Screen 

 

 
NOTE 

This informa�on is view only. 

Leave balances are updated at the end of every pay period. 

Leave balances are current as at the last pay period 

Your manager can view your leave balances 

If your employment condi�ons change (that is, you change from 
full �me to part �me) your projected leave balance will need to 
be recalculated a�er the change occurs 
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Leave Report 

The leave report shows which employees in your department are taking leave and at what stage the 
leave applica�on/request is at. 

 

Go to My Details > Leave > Leave Report. A screen similar to the following will appear. 

 

Use the “<” “>” arrows next to ‘Previous Week’ and ‘Next Week’ links to change the date by one 
week, or use the “<<” “>>” arrows to change the date by four weeks. 

 

If there are more than 30 employees in the department, the op�on of Next 30 employees > can 
be selected from the header area to scroll through all of the employees in the department.  

The legend at the top of the screen shows the type of leave approved or if the leave is s�ll pending 
approval.  
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Submi�ng a New Leave Applica�on 

To apply for leave, you need to submit a leave applica�on via ConnX. 

 

To submit a leave applica�on: 

Go to My Details > Leave > Leave Application - New, or select Leave in the Quick Links on the 
Welcome page. 

 

Your current leave balance will be displayed so that you can check your balance. Remember that you 
are able to forecast or project your leave balance for a future date by selec�ng My Details > Leave > 
Leave Balances. 

 

Any organisa�onal condi�ons around leave types are contained within the “Condi�ons” hyperlink to 
the right. 

 

Select if the applica�on is for one day or mul�ple days. If you select Single Day you will be asked if it 
is for a Full Day or Part Day. If you select Multi Day you will be asked if the applica�on includes 
any part days. 

 

A�er answering, select Next. A screen similar to the following will appear. 
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Enter the First Day of the leave by either: 1) selec�ng the date on the calendar (use the blue arrows 
to go to the correct month); 2) use the drop down arrow to select the date from calendar; or 3) type 
in the date.  

Enter the Last day of the leave.  

Select a Leave Type and a Leave Reason.  

Select Confirm Availability. The system then checks to ensure you have a sufficient leave balance. If 
you don’t have enough leave you will receive a message saying “Not enough balances for this leave 
type”. You may need to submit two leave applica�ons for different leave types if you receive this 
message (e.g. paid leave and unpaid leave). 

 

Select Next. A screen similar to the following will appear. 
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The Recommence date will populate automa�cally if you have been set up with a work patern. 

The Total Hours Off will populate automa�cally if you have been set up with a work patern.  

“Pay” means how you would like to receive the payment for leave. Use the dropdown box to select 
your preference (if enabled). 

Enter any comments you would like the approver/s of your leave request to see. Select Submit. A 
screen similar to the following will appear. 

 

ConnX sends messages to the person/people who review your leave requests advising that an 
applica�on has been submited for considera�on. Your leave reviewer/s can edit your applica�on 
before it is approved if you need to change the leave applica�on details e.g. dates. 

 

A message will be sent to you based on your message preferences on the My Details > Personal 
Details page when the leave applica�on has been approved or denied. Please check the leave 
applica�on for changes once it has been approved.  
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Current Leave Applica�ons  

The current leave applica�ons page shows the status of your leave applica�ons that have not yet 
been paid. 

 

To view your current leave applica�ons: 

Go to My Details > Leave > Leave Applications - Current. 

 

To view the full details of an applica�on, select the applica�on in the table and the details will 
populate at the botom of the screen. Under the heading Approvers, you are able to see the 
approvers for this leave applica�on. 

 

 

 



C o n n X  I n i t i a l  U s e r  G u i d e  f o r  E m p l o y e e s  

 

© 2008 - 2023 ConnX Pty Ltd 53 of 68 

 

Withdrawing a Leave Applica�on 

If a leave applica�on is s�ll pending approval you are able to withdraw the leave request. You may 
need to do this, for example, if your requested dates have changed and you need to submit a new 
applica�on with the correct dates. If your leave applica�on has already been approved you need to 
ask your leave reviewer to rescind the leave applica�on on your behalf and then a new leave 
applica�on needs to be submited for approval. 

 

Go to My Details > Leave > Leave Applications - Current. A screen similar to the following will appear. 

 

 

 

Hover over the relevant applica�on and select Withdraw. 

 

  



C o n n X  I n i t i a l  U s e r  G u i d e  f o r  E m p l o y e e s  

 

54 of 68 © 2008 - 2023 ConnX Pty Ltd 

 

Edi�ng a Leave Applica�on  

You are unable to edit your applica�on once it has been submited. Your leave reviewer can edit the 
applica�on whilst it is pending approval. Once a leave applica�on has been approved, only your leave 
reviewer or a ConnX Administrator is able to rescind the applica�on allowing you to submit a new 
applica�on. 

 

Previous Leave Applica�ons 

Once a leave applica�on has been processed for payment it is then moved to the previous leave 
applica�ons area.  

To view previous leave applica�ons submited via ConnX, go to My Details > Leave > Leave 
Applications - Previous. 

 

Leave History 

Any leave that has been paid to you will be listed in this area.  

To view your leave history, go to My Details > Leave > Leave History. 

 

RDO Records 

RDO balances are displayed as part of the Leave Balances screen.  

To view your RDO Balances, go to My Details > Leave > Leave Balances. 
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The informa�on on this page is read-only. To apply for a RDO, follow the standard process of 
submi�ng a new leave applica�on. 

  



C o n n X  I n i t i a l  U s e r  G u i d e  f o r  E m p l o y e e s  

 

56 of 68 © 2008 - 2023 ConnX Pty Ltd 

 

Messages & Approval Sec�on 
You are able to send and receive messages to and from any employee via ConnX from the 
MESSAGES & APPROVAL sec�on. 

 

If you use email, it is recommended that email con�nues to be used to communicate with 
colleagues. If an employee doesn’t have access to email, then messages can be sent and received via 
ConnX, however the recipient will only see the message if/when they log into ConnX and check their 
messages.  
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Received Messages 

To check if you have received any messages in ConnX: 

Select the Inbox icon at the top of the screen , or go to My Details > Messages and Approval > 
Message Inbox. 

 

Select View next to the message. 

 

Once viewed, to delete the message select Delete Message. You can also delete the message from 
the message inbox by highligh�ng the message and selec�ng Delete Selected. Messages will 
remain in your inbox un�l you delete them.  
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Sending a Message 

To send a message: 

Go to My Details > Messages and Approval > New Message. 

 

Select the person you wish to send a message to from the drop-down list. Use the Filter By drop-
down list to select a department first and then select an employee within that department if you 
wish to. 

 

Enter a Subject for the message, and type your message in the Body area. Select Send Message. 

You can also send a message via Company Info > Employee Directory or from the Organisa�on Chart 
employee list.  
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Workflow Inbox 

You may receive a message from ConnX advising that there is an ac�on in your workflow inbox that 
requests your approval or denial. 

To view your workflow, select the Inbox icon at the top of the screen , or go to My Details > 
Messages and Approval > Workflow Approval Inbox. A screen similar to the following will appear. 

 

To see more details, select View on the le� side of the approval item. 

 

If you agree to the workflow ac�on, select the Approve radio buton, enter any comments, enter 
your password and select Process. 

 

If you disagree to the workflow ac�on, select the Deny radio buton, enter any comments, enter 
your password and select Process. 
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You can also approve or deny the item from the View page. 

 

Workflow Outbox 

When you perform an ac�on in ConnX that requires approval, a record of the submission is kept in 
your workflow outbox. 

 

To view your workflow ac�ons submited: 

Go to My Details > Messages and Approval > Workflow Approval Outbox. 
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This will show a lis�ng of any items that you have created and the current status of that item.  

Status Meaning 

Pending 
Approval 

Workflow ac�on has been sent to the next level and is wai�ng for 
approval. 

Approved Workflow ac�on has been approved. 

Denied Workflow ac�on has been denied.  

Complete Workflow ac�on (e.g., leave applica�on) has been approved and has 
been processed/paid. 
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Company Info Sec�on 

The COMPANY INFORMATION sec�on contains specific informa�on about your company.  

This sec�on covers the following areas: 

• Employee Directory 

• Organisa�onal Chart by Department 

• Organisa�onal Chart by Posi�on 

• Employee of the month (can have a different customised name) 

• Company Policies (can have a different customised name) 

• Approved Websites  

• Ask a Ques�on  

• Trivia Ques�ons  

 

The Company Informa�on sec�on is primarily used for communica�on between the company and 
you. For example, you can access new policies and procedures, and submit ideas and ques�ons using 
the “Sugges�on Box” and “Ask a Ques�on” func�onality. 
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Employee Directory 

The Employee Directory is a lis�ng of all employees/users that have been atached to a department. 

 

The Employee Directory will show you basic contact details for employees matching your search 
criteria. These details may include Department, Work Phone Number, Mobile Number and Email 
Address. You can also view photos if these have been loaded into ConnX. 

 

To search the Employee Directory: 

Go to Company Info > Employee Directory, or select Employee Directory in the Quick Links on the 
Welcome page. 

 

You can search the Employee Directory by surname, first name and/or department by entering a 
search term into the field at the top of a column, then pressing Enter. You can also perform par�al 
searches, for example ‘Search for employees whose surname or name starts with A’. 

 

From here you are can send a message by hovering over the relevant employee and selec�ng Send 
Message on the right side of the screen.  
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Org Chart by Department 

The Organisa�on Chart is a departmental based chart which uses the informa�on that has been 
previously established by your ConnX System Administrator. This is not a full posi�onal based 
organisa�on chart, but it will enable you to find managers and list employees (including contact 
details) in departments. You can navigate up and down the chart, but you can only have one branch 
open at any �me. 

 

To display the Organisa�on Chart: 

Go to Company Info > Org Chart by Department, or select Department Chart in the Quick Links on 
the Welcome page. 

 

Organisa�onal Chart Display Op�ons 

There are three op�ons to control what is displayed on the organisa�onal chart. 

 

Start At 

Allows you to specify the department the organisa�onal chart should start with. 

 

 

 

Expand All Departments 

Select this op�on to expand the en�re organisa�onal structure, displaying every department 
underneath the selected department in the ‘Start At’ drop-down list. Clearing this op�on will 
collapse the en�re structure only displaying the department specified in the ‘Start At’ drop down list. 
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Organisa�onal Chart Element 
 

 

To view a list of employees in each department, select the department’s name on an element. The 
list will open in a separate window and will look similar to the following. 
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Company Policies 

To view the Company Policies: 

Go to Company Info > Company Policies, or select Policies and Procedures in the Quick Links on 
the Welcome page. 

 

Select a folder and the files within that folder will appear on the right side. Click on each document 
to view the policy or procedure.  
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Approved Websites 

The approved site page displays links to websites that have been approved by your organisa�on for 
you to visit. 

 

Go to Company Info > Approved Websites, or select Approved Websites in the Quick Links on the 
Welcome page. 

 

Select the address or the website name and you will be automa�cally taken to the website.  
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Trivia Ques�ons 

Trivia Ques�ons are a general knowledge compe��on that you can par�cipate in if you are 
interested. The ques�ons change each day and will give a score for each answer and keep a tally of 
scores un�l the scores are reset by the ConnX System Administrator.  

 

OR  

 

The ques�ons change each day and once the ques�on has been answered correctly on that day, the 
ques�on is then locked and the answer is displayed to all other users.  

To par�cipate in trivia ques�ons: 

Go to Company Info > Trivia Questions, or select Answer Trivia in the Quick Links on the Welcome 
page. 

 

Select Click Here to Show Question. 

 

Enter your answer and select Submit Answer. 

 
NOTE 

The answers are character sensi�ve. Alpha answers need to be in 
�tle case, every word star�ng with a capitals leter. Numerical 
answers are digits with no decimal points used. 
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