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Welcome 1o the
Manawanui
Web Portal

he Manawanui Web Portal is

designed to enable our clients to
undertake a number of tasks via the
internet as well as being able to access
up to date account information.

The purpose of this document is to
provide an overview of the Web Portal
and to provide guidance on how to
use the various features in the Web
Portal.

This is a dynamic document. If you
click on a topic in the content you will
be taken to that topic. If you click on
a §or & icon you will be taken to the
corresponding document page or
website. Clicking on a screen shot
with the ¢ icon will take you to the
corresponding Web Portal page. You
will need to login to view the page.



Overview

©

©

The Web Portal enables a range of different tasks including
submission of claims, budgeting and statements.

The Web Portal is designed to work on all widely used Internet
Browsers and across devices including computers, tablets and on
smart phones. Very old versions of Internet Browsers will not be
compatible with the Web Portal. If you are using Internet Explorer
you need to be using IE? or later. If you are using Apple Safari,
Google Chrome or Morzilla Firefox, you need to ensure that it is up
to dafte.

Account data in the Web Portal is updated daily with
‘transactional’ data for Statements being updated weekly.

The Web Portal provides an HTTPS environment. All website traffic
is secure and encrypted.

Each user of the Web Portal will need to have their own, unique,
email address for security purposes.



Getling Started

You can find the Web Portal at the following Web Address:
hitps://portal.incharge.org.nz/Account/Logon
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Welcome to the Manawanui Web Portal

You can add the Web Portal as a Favourite or Bookmark
in your Internet Browser by pressing the 'Control' and 'D’
keys together on a Windows computer, or ‘Command’
and ‘D’ on an Apple when you are on the Login Page.


https://portal.incharge.org.nz/Account/Logon
https://portal.incharge.org.nz/Account/Logon

Web Portal Basics

When you log into the Web Portal you will be presented with your 'Home' screen. You
can navigate to any of the other main screens by selecting the label for each screen.

You can view changes to the Web Portal, read the guidance material or watch the

guidance video, or make contact with the Portal Support Team by using the links
directly below the navigation bar.

Home Statement Budget Employees & Payees Timesheets hail Profile o

f:]' We've made some changes.....

@ Click here for detailed guidance on using the Web Portal

@ Click here to get support

©® Please note that the Web Portal menus appear differently to the above if you
are using a Smart Phone.

® You canreturn to the Home screen at any time by selecting  Home
©®

You can logout of the Web Portal by selecting 'Logout’ which is at the top of the
screen by your name. & Hello Name @ Logout

©® If you forget your password, simply go to the Login page for the Web Portal and
click on the Forgot Password link.




Before your employees./ccm enter timesheets in the Portal you need to invite
them onto the Portal. @ Click here to go to the ‘How fo Invite an Employee to
the Web Portal’ page.

A *icon denotes that you can add a new record, such as a new employee or a
timesheet, by clicking on it.

A Vicon denotes that there are other options available that can be selected
such as alternative views of funding or mail folders.

You can change the size of the Web Portal by using the Zoom function or you
can press the ‘Control’ and ‘+' or ‘-* keys.

An X icon denotes that you can delete an item or entry by clicking on it.

In some screens it is possible to filter the information presented in the screen. You
can do this by clicking on the filtericon). You will then be prompted to enter a
‘term’ to filter the data. The filter will present all records that contain that term.

Show items with value that:

Contains

Enter ‘term’
= here

L

Applies Remowes
the filter  tee filter




Help and Support

©

©

Accessibility information for the Web Portal can be found by navigating to the
@ Accessibility page at the top left corner of the Home screen.

Each of the main screens in the Web Portal contains an information button ©
that includes a summary of the purpose of the screen and guidance on how to
use the screen. A number of screens include video guidance and the guidance
for the Home screen includes a link to the @ User Guide for the Web Portal.

Most of the fields and functions in the Web Portal have an ‘Info:' €@ explanation.
The ‘Info:" explanations contain key information on what fields and functions are
for and how they should be used.

The Web Portal makes it easy to contact your Coach to get assistance and you
can do this from the profile  Screen by selecting +Email beside your Coaches
name.

If you find yourself ‘locked out’ of the Web Portal then you should contact the
Portal Support team.

A dedicated support tfeam has been put in place which you can call or email for
support.
e You can contact the support team using the internal mail system in the Web

Portal by going to the mail  screen and selecting +Create a Secure Mail
and choosing ‘Portal Support’ in the ‘To’ field.

e A number of the screens in the Web Portal include a button to request
support ([ aiiehas that will create a message with details of what you
need assistance with in the Portal.

e You can email the Portal Support team at: Support@incharge.org.nz

e You can call the Portal Support team via the Manawanui mainline number
on 0508 462 427. Please select Option 1 and ask to be put through to the
Portal Support team.



https://portal.incharge.org.nz/Media/GetMedia/3
mailto:Support%40incharge.org.nz?subject=Web%20Portal%20Assistance
https://portal.incharge.org.nz/Media/GetMedia/3

Statement Screen

©

If you are the 'Agent’ You can change yowr

for more Hhan one funding sowrce here iUf
person you con chhange you have more Hian
accounts here one

You can access
your Statement
and a history of
Statements in
this screen.

The Statement is
updated each
week on a
Monday night.

You can

access an

end of funding
statement using
from the list of
Statement Dates
available.

Home, Siatement Budget Employses & Poyess [Timesheats Mall  Profie @

View yowr history of
Wsmw»w\;{sm
statement from heve

Dom Tesf ) Ministry of Heallif™) Funding Start Date 04 Jan 2017

NASC Review Dale | 02 Janvary 2018 @

Jul 2017 Budgst v

$1,944.00
§175.60
$0.00 | M

$41.99

$155.52

Total Funds Spent Thiz Pericd @

Total Funds Remaining @

Show Details

e T o B ..
Print a PDF View detailed
wersion of yowr transactions and
Statement download Hhem if
needed
ﬁ/ouok{'ogof'od&fam
poge

Statement Date 10 Jul 2017

View the total spent
Hus montiv wersus
‘4o date’ and check

your remoining funds

$30.096.00
$24,748.82
10 Jul 2017 ’
0.00 12,940.0
8

Check wiat hos been
occrued and deducted
for staff annunal leave

View a grapi of yowr
spending agoinst your

budget

iouokbgowgmp%

page


https://portal.incharge.org.nz/Statement/Index/2677

Detailed Transaction Screen

©

Sort the data by View yowr history of
View the
deiailed qnd Home Stotement 4 oyess & y&es Tlmash(,‘,“ Mail Profile
itemised

Dom Test , 2017

tfransactions that
your statement is

bqsed on. Date Transaction Deseriplion Amount
sori ihe 7 7 Fortnightty

information

by clicking on

the column

Headers.

Print the

transactions to
a PDF document —
or extrqct .l.hem : i It Hol Pay Accrual for period 01 Feb 2017 - 15 Feb 2017

al for period 01 Feb 2017 - 15 Feb 7

to a Word
Doc U m e ni 04/01/2017 Tatal Fum; Allscated
or excel [ retuntosunmary N printeor Ol oowrioaaviors [ nowniosd el Sl stowcrenn N
Spreadsheet.
. View a groph of your
Refurn fo Hhe main edualictiig spending against yowr
extract the dota to
Statement Summary Evcel budget.
page here ﬁ/cu,ok-['ogo-['ograplm

page 10



Statement Graph Screen

Home Statement Budget Employees & Payees Timesheets Mail Profile

Dom Test Minisiry of Health Funding Start Date 04 Jan 2017 Statement Date 10 Jul 201 // )

NASC Review Date | 02 Janvary 2018 ©

Accumulative Funding Amount Remaining: $26,733.82

$40000

$20000

$10000

Monthly Spend

54000

$3000

52000

Print the graph to a Go back to the detailed Refwrn fo e main
PDF document Hronsaction screen Statement Summary



Budget Screen bt T e

Home Siatement Budget Employess& Poyses  Timeshesis  Mall\| Profle @

If you are the 'Agent “heck y L
fO'V' WM)’Y&‘H/\M owne M\'nisrryoﬂlecxlté‘?\, Fundingsranqteouaan{? to lote | e
person you con change
accounts l’be/r e NASC Review Dale
Total Funds allocated by NASC for this Funding Period Spend To Date
Employees O AM« EWym +0 ym
Frequency Tokal Hours Standard Rate y # . b{‘:{dg e;tv
Click to go to page

Fortnightty $20.00

02 Janvary 2018 &

04/01/2017 Forinightly 26 $27.00

0 Fortnightty 0 $19.00

Expenses + Add an Expenze @ W %

Ym de % WI'/{/L Description Expenze/Payee Start Date Frequency Amaunt Inclusive Amount
- [ o ' (.f o o i Employment Package for year Expanse 0 1 Annually $199.00 $215.32
W ovr MM y owr Your Budget iz over the alloc
Qa 4 l O A ,{-" o Accumulative Funding Amount Remaining: $26,733.82

$40000

Apri7 Jun 17 juinz 7 a1? 7 s

- Budget -+ Proportional

Monthly Spend

View a groph of yowr
budget spend by
month

51000

May 17 Jun 17 17 Aug 17

M Budget 8- Proportional



https://portal.incharge.org.nz/Budget/Index/2677

Notes on the Budgeting Screen

© Maximise your spending using the budget tool.
Add employees and expenses to build your
budget. Use 'non-specific' employees to budget
for employees that are not yet known.

©® You can use the ‘+ Add an Expense’ function to
add an expense for a purchase or for the costs of a
Contractor or Organisation

© The budget will vary in some months where there is
an extra fortnight

©

©

A separate budget is required for each source of
funding.

A proportional budget is automatically forecast
that divides your funding by the number of months
in the funding period. The proportional forecast will
vary in some months where there are additional
pay periods that fall within that month.

You can review and revise your budget at any time
during your funding period.




How to add an Employee to your Budget

©® To add a new employee to your budget select + Add Employee on the top right hand corner of
the screen.

©® You will then be prompted to complete the data in the view

opposite.

Change an employee on my budget

Set the Start Date and End Date for the Employee.

Start Date * 04/01/2017 [i]
If you already have existing ‘Active’ employees in the Web o2mr/2o18 o
Portal then you can select these. If you do not have any f o
employees setup, you can select a ‘Non-Specific’ Employee to | sesweny K
budget for an employee that you are planning on employing. °
Set the working frequency for the employee. °
Set the Rates per hour for the employee. Please note that the s °
Portal adds additional amounts onto this rate to reflect annual
leave accruals and public holidays. Some additions, such e 00 no— NN - £
as Kiwisaver, are optional and can be excluded if relevant. Contmion 9%
Depending on the options chosen the addition add up fo 20% | M 50 e B0 s 00

onto the rate to create a more accurate budget.

Hours

Select the Employee Type. Please note that the type of
employee adjusts the additional amounts added onto @
persons Rate Per Hour.

Select optional items to add into the budget such as Kiwisaver.

Add the number of Hours as per the Frequency selected for the Employee. JAlternatively yo!
can use the ‘Calculate Maximum'’ function which will calculate a maxi number o

for that employee using up all of your remaining budget. If you are using mulii tes of
pay the calculate maximum will calculate the maximum hours available based on © e

rate that you choose. ,
Select Save once entfered.

14



How to add an Expense to your Budget

©® To add a new expense to your budget select
+ Add Expense on the right hand corner of the

screen.
the view opposite.
e Set the Start Date and End Date for the Stoxt Uede™ il o

Expense. Please note that you can add

R . R End Date * 02/01/2018 (i
recurring expenses if required.

e Select whether the expense item is an Expense g o S onl (R i § °
orifis rplofred to an existing Contractor or Rencksii i -
Organisation.

Description Employment Package for year (i}

e Set the amount of the Expense.

e Add a brief description so you can remember Frequency Annually v e
what the Expense is.

. . Created By Santi Test 14/07/2017 13:17

o Identify the Frequency of the Expense which Moied By Sanfiago Test 14/07/2017 13:21
could be just ‘Once’ or a range of periodic
options.

e Select Save once entered.

©® For guidance on what types of expenses you can
add to your Budget please contact your Coach.




Employees & Payees Screen

©® The Employees & Payees screen
shows all Employees that exist in
our Payroll system as well as any
Contractors or Organisations you
have setup in the Web Portal.

The Web Portal enables you
to manage your Employees &
Payees including the ability to:

Add a new Employee or
Payee

Update the details of an
existing Employee or Payee

Terminate an Employee or
Payee

Request a Holiday Cash Out
for an Employee

Please note that you need to
invite your employees to the
Web Portal before they can

login and use the Web Portal.

Employees can only submit
timesheets and access their
payslips in the Web Portal.

View the type of
Employee or Payee

Home Statement Budget Employees & Payees

My Employees & Payees €

send a message to yowwr

Employee or Payee in
the Wep Portal

Timeshed & Mol Profle @

View the Status of an Employee or

Payee.
Actine

lnactinne

Employee or Payee is
actunely working and
are active in the Wep
Portal .

Ewmployee or Payee has
been unwited to He Wep
Portal but has not yet
Logged in .

Employee or Payee is
not yet Actine un the
Wep Portad .

Terminated Employee or Payee s no

longer employed. 16



Employees Detail Screen Once completed, key employment You com view the

©

documents, such as Tax Code and poysips for Hee
ot ) added .
To update the details for Lm ﬁﬁfx c,ji% aib; be fo—w»oLWZMe SR

an employee just update
the fields that need to
be updated and select

‘Save’. The update You can update

will then be processed youy employee's
P boank account and

through to our Payroll wage details here

System within 24 hours.
Changes to Employee
details should be done
when they are required.

Please note that for pre-
existing Employees the
bank account and tax
code data will not be
visible in the Web Portal,
you do not need to
re-enter the information.

For guidance on items like 4 g L L

Tax Codes, Pay Rates and
Kiwisaver please read the

n Y e We hawve added a
1 ‘Info:’ guidance, or

flag to prowpt you to

speak with your Coach. complete T Employment Status indicates whether
notice mm the Employee is: Active, Termunated
Contractor ov Pending where pending means they

hawe been wwited to the Wep Portad and
they are yet to logun

17



Employees Detail Tabs

You con update
yowr employee’s
wage rates here

Employee

Dofails  Payrollinfo  Documents  Payslips

yowr employee’s
boank account
detoadls here

Submit Updale

Eftective Dete

This wndow will ‘pop-up’ when
you ‘Soave’ yowr changes. Please
wdicate tHre date Hrat Hie change
to the employees details should
foke effect.

Key forms can he
downloanded from
here

You con view yowr

employee’s payslips

heye

Mall  Profile

Employee

Delalls  Payrollinfo  Djfauments  Payslips

Home  Siatement  Budget  Fmployees&Poyees  limeshests  Mal  Profie

Employee

Detall:  Payrollifo  Documentz  Paylips

You con download
a poyslip to sove i,
G G s 18



How to Invite an Employee
to the Web Portal

©® Employees need to be invited ‘ Ensure Hie
onto the Web Portal for them email addiess
to enter their timesheets. U correct. Update
Before they can be invited, f necessary.

their email address needs to
be confirmed and entered

if it's not already in the Web
Portal.

® Check the ‘Invite onto
Portal’ box and then select
‘Save’ and your employee
will receive an invitation to
the Web Portal to their email
address. The Employment
Status will update to Pending
to indicate that the invitation
has been set. Once the
employee has logged into the
Web Portal then their Status
will update to ‘Active’.

©® Please Note: Employees
need to have their own,
unique email address. They
cannot have the same emaiil
address as yourself or another
employee.




. Once completed , key employment
How to add a New Employee in the MM 0. e W

Welb Portal Kiwisaver forms, com be oddediierd)
Links to key forms can also be found here
©® To add a new Employee select +Add

Employee on the Employee screen. You
will then be presented with the screen and
tabs opposite to enter the details of the
Employee. Key employment documents can
be added on the Documents tab. Once you
have entered the new Employees details,
completed and attached the forms, select
Save and the new Employees details will be
sent to the Payroll Team. You can then invite
the new Employee to the Web Portal by
checking the ‘Invite onto Portal’ box on the
details tab and selecting Save (see ‘How to
Invite an Employee to the Web Portal’).

@ Timesheets can be entered for a new
Employee as soon as they are created in
the Web Portal. Please allow 48 hours after
adding a new Employee in the Web Portal
before submitting their first timesheet to the
Payroll team for processing.

©® For guidance on things such as Tax Codes,
Pay Rates and Kiwisaver please read the

: o . Select Hre lnvite onto
Info:" guidance or speak with your Coach. Portal' flag to invite

the new employee to
the Wep Portal

©® Please Note: Employees need to have their
own email address and they cannot have
the same email address as yourself or another

employee. 20



How to Terminate an Employee in the Web
Portal

©

To terminate an Employee select + Terminate
Employee at the top of the Employee Details
screen. You will then be presented with the screen
opposite to enter the termination information.

Set the terminatfion date which is the datfe that the
employment will finish.

Please fill in the termination reason and add any
comments that are relevant to the processing of
the termination request.

Check the ‘Continue pay until termination date’
box to indicate whether the employee should
continue to be paid until they are terminated.

Once the information is entered, select the
Terminate button. Once terminated, the Employee
will no longer be able to use the Web Portal and
you Will not be able to submit a timesheet for them
via the Web Portal.

For guidance on terminating employees please
read the €'Info:’ guidance or speak with your
Coach.

Important: All timesheets should be submitted for
an Employee before you terminate them.

Terminate Employee @

Termination Date
Termination Reaszon
Termination Comments

Continue pay until termination date

24/01/2017

Redundancy

B e

e [

21



How to Request a Holiday Cash Up in the
Web Portal

©

To request a Holiday Cash Up select + Holiday
Cashup at the top of the Employee details screen.
You will then be presented with the screen opposite
to select the type of cash up request.

Select the type of cash up request which can be
either Alternative Public holiday or Annual Leave
and then select Cashup.

The Payroll feam will receive your request, verify
that there is a cash up entittlement available and
then contact you to progress the process.

Note: The maximum holiday cash up is up to one
week of the Employee’s annual holiday entitlement
in a given entitlement year. Public Holidays can
only be cashed up where more than a year has
passed from the date of the public holiday.

Holiday Cashup

Request Type Alternative Public Holiday

e

i}

Note: The maximum holiday cash up iz up to one week of employee’s annual heliday entitement in a given entilement year.

Public Holidays can be cashed up where more than a year has passed from the date of the public holiday.

.

22



How to find the Payslip for an Employee

©

©

To find a payslip for an Employee go to the Payslips
tab in the Employees details.

In the Payslips tab select the View function to view
the payslip or select the Download function if you
want to download the payslip to save it, print it or
to email it.

Note: The Web Portal will show a payslip once an
Employee is paid. We are working to bring the
complete history of payslips into the Web Portal in
the near future.

Home Statement Budget Employees & Payees Timesheets Mail Profile

Employee
Details Payroll Info Documents Payslips

Payslips @

Period End Payrun

View = Download 14/05/2017 158952

_‘.» 40 v (7]

235



Adding a Contractor into the Web Portal

©® Contractors can be added into the Web Portal
so that they can be linked to an expense on a
claim. The information required to be captured
for a Confractor aligns with the Ministry of Health
verification requirements and the mandatory
fields that are required include the First Name, Last
Name, Date of Birth and the Phone Number.

Select Contractor as

Once Hre detaids are
added select Save

Set the status fo Active’
so that the Contractor
con be selected against
on expense. You can
set this to “Terminated’
fo indicate they no
longer wovk for yow.

We have added a
flag to remind you to
complete a privacy

notice witivthe

24



Adding an Organisation into the Web Portal

©® Organisations can be added into the Web Portal
so that they can be linked to an expense on a
claim. The information required to be captured for
an Organisation aligns with the Ministry of Health
verification requirements and only the name of the
organisation is mandatory to be entered.

Set te status to
Actine’ so that the
Orgonisation con he
Select Organisation as B W CO set
the Pagerils Hhis to Terminated
fo wdicate Hhey no
longer provide services

Once the detfails are
added select Save

25



Timesheet Screen

Indicates wio the
tumesheet s for

Home Statement Budget Emp\uye_\ & Payees Timesheels Meil Prefile ]

Timesheets

Date 3 Total Hours
06/08/2017 Bella Doe 0.00
06/08/2017 John Doe 0.00
06/08/201 Jane Doe 4.00
Sanfiago Test 0.00
Jane Doe 38.00
Jane Doe 400
John Doe 0.00

Bella Doe 0.00

John Doe 41.50

Jane Doe 38.00

Copy

Bella Doe 50.00

Santiago Test

Jane Doe

Copy
Copy
Copy
Copy
Copy

John Doe

Jane Doe

John Doe

Track the Statws of
a tumeshreet fumesheet here

N

Gross
$0.00
$0.00
$120.13
$1,050.00
$903.37
$183.78
$10.00

$0.00

$127.66

Add a new

+ Add o New Time Sheet @

Rejected

Awaiting Approval
Awaiting Approval
New

Time To Date

New

Awaiting Approval
Awaiting Verification
Time To Date
Rejected

Awaiting Approval

Paid

Understanding the Status
Column

New
A newly created timesheet

Time to Date

A timesheet that is in progress and being
added to

Awaiting Verification
Your Employee has certified a timesheet
which you need review and verify

Awaiting Approval

The timesheet has been verified and
sent to the Payroll team for review and
approval

Ready for Payroll

The timesheet has been approved by the
Payroll Team and is being processed by
the payroll system

Paid
The timesheet has been paid

26


https://portal.incharge.org.nz/Timesheet/List/2677

Notes of the Timesheets Screen

The process for submitting timesheets follows three key steps in the Web Portal:

An Employee enters the timesheet and 'Certifies’ the timesheet. Certifying the
timesheet submits it to the Employer for review and approval.

The Employer then reviews and 'Verifies' the timesheet. Verifying the tfimesheet
submits it to the Payroll Team for review and approval.

The Manawanui Payroll team will then review and 'approve' the fimesheet for
processing and payment.

Once a timesheet has been certified or verified it cannot be updated. If you need to
make a change after submission please contact the Helpdesk.

It is possible for the Employer to edit an Employee’s timesheet before verifying it and
sending it to Payroll for processing.

To add a new timesheet select +Add a New Time Sheet. Please ensure that you select
the correct fortnight for the timesheet.

You or your employees can only submit one timesheet per employee for a Pay Period.
You can only enter fimesheets for 'Active' employees.

Please ensure that all data has been entered into a timesheet before submitting it for
approval to the Payroll tfeam.

The Web Portal uses the pay rate that has been set on the Employee record and it is
not possible to change the pay rate on a timesheet.

The person who is named on the timesheet is the person who will be paid for both the
time entered and the expenses that are on the timesheet.




How to Enter a Timesheet in
Tabular View

You weed to select the Person

Supported and then Hhe Pay

Component before you con
enter any hours

You con switch betuseen Hre
tabulor view and te form
view wsing the See form

Adds a new time entry

View and See Tabular View
Home Staterment Budget Employees & Payees

Timasheets Mail Profile

imesheet for Forinight Ending 12 November 2017

See Form View @ + Add Time ©

Select ‘X' to
delete an
entry i the
+Humesheet

Men Tue Wed Thu Fri Sat

Person Supported @ 30 0ct 31 Oct 1Nov 3 Nowv

Sun Men Tue Wed Thu Fri
Pay Component @

SNov 6Nov  7Nov BNov % Nov

o

Sat Sun
10Nov 11 Nov 12Nov

2Nov 4 Nov

Oom Test (IF) v Ordinary Hours War v
Mana Test (IF) “

Do Test (Respite) v

Ordinary Hours Waor L4 ‘

Ordinary Hours Wor

Expenzes @

Adds a new
Expense ttem

+ Add Expenze

Person Supported @ Date @ Amount @  Expenze/Payee @ Expense Type @ Parficulars @ Hours @ Invoice @
Oom Test (Respi L ¥4 0471172017 ‘ $25.00 Expense ' ‘ Purchases v ‘ Muovie ticket and snacks ‘

+ Send Secure mail regarding this timesh) et ©

T W

You con choose Uf an expense tem Us
Jjust an Expense or Uf it s related to a
Contractor ov Orgonisation you already

have entered untfo He wep Portal

Attachh an. inmaroice or

receipt by selecting
Attnch’

28



How to Enfter a Timesheet in
Form View

Om . . Support For
exusting fume entry

Dom & Maria Test (IF)
Dom & Maria Test (IF)

Maria Test (IF)

Expenze: O

Person Supported @ Date @ Amount @

Maria Test (Respite W 14/08/2017 i 5$17.00

Indicates Hre
Ewmployee Hhat Hre
tfumesheet s for

Timesheets Mail Profile

John Doe

See Tabular View @ +AddTime @

Funding Type Pay Component Hours

of Health Leave Without Pay Hours Taken

Ministry of Health Ordinary Hours Worked

Ministry of Health ary Hours Worked

+ Add Expense @

Expense/Payce @ Expense Type © Parficulars @ Hours @ Invoice @

Expense v | Admin Costs L Printing |

4 Send Secure mail regarding this limesheel @

Once oll entries are

added , cick 'Go to

Verify' to werify the
+umesheet and send Ut
to the Payroll team

| Attach } x

entry

Sends a message
relating tfo the
tumesheet to the
Payroll team or
yowr Couchh

Adds a new Expense

29



Explanation of Pay Components for Payroll

A Pay Component is the type of pay to be allocated to the work that has been done. 1t is
required to inform our Payroll System what type of pay should be assigned for an Employee.

Leave Components

ACC 1st week taken

Injured at work. Employer pays the first week of
ACC.

Alternative holiday hours taken

Worked on a public holiday and is now taking
leave accrued from working on that public
holiday. (Casual Workers are not entitled to claim
against this.)

Annual leave taken

Taking holiday hours earned or accrued in a
year.

Bereavement leave hours taken

Bereavement of a close family member. (Three
days entitlement forimmediate family and one day
enfitlement for extended family, close friends, etc.)
Leave without pay hours taken

Has no leave to claim. Leave being entered
but without any pay.

Parental leave taken

Employee is entitled to and has taken Parental
leave.

Public holiday hours taken

A public holiday fell on a normal working day
for the Employee and the Employee took the
holiday instead of working.

Sick leave taken

Taking sick leave. (Employees are typically entitled to
5 days of sick leave per year.)

Ordinary Working Hours Components

Ordinary hours worked
Represents a typical working day / hours
worked in a day.

Ordinary pay - Night hours
Hours worked during the night.

Ordinary pay - Weekend
Hours worked on a weekend.

Public holiday worked x 1.5
Worked on a public holiday and entitled to be

paid at fime and a half.
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Explanation of Expenses Types for Payroll

Admin Costs

An expense item for general
administration costs associated with
administering your individualised support.
E.qg. Ink, stationary, etc.

Bonus

Use this expense type where you are
paying a ‘cash’ bonus to a support
worker.

Contract Care

Use this expense when you need to
expense an amount paid for a support
worker that is not on your payroll.

Non-Taxable Allowance

Use this expense type for other expenses
such as movie tickets, lunches etc that
are purchased for support workers. If you

are paying a bonus to an employee in the
form of gift vouchers, you should select
this expense category.

Purchase

An expense item that has been
purchased from funding such as a printer
or a computer.

sundry Non-T('  MmORE !)
A non-taxableexpenseTe uch as

computer related purchases.

Sundry Taxable
Use this expense type when the expense is
a taxable expense such as taxable travel.

Travel
Travel includes expenses incurred, such

as petrol and mileage, that are to be
reimbursed to the support worker.




To submit the timesheet to
your Employer for review and
Verification:

(Note: this applies to Employees)

Once all time and expense entries have been
recorded, the next step as an Employee is to
Certify the timesheet and this can be done
by selecting the button under

the timesheet. Once this button is selected
the timesheet will be sent to the Employer for
review and verification. Please note that it is
not possible to update the timesheet once it
is Certified although your Employer can adjust
it if they have not already verified it.

To submit the timesheet to Payroll
for processing:
(Note: this applies to Employers)

Once all expense entries have been
recorded, or if you are reviewing a fimesheet
that has been submitted by an Employee,
the next step as an employer is to Verify the
timesheet and this can be done by selecting
the button under the timesheet.

Once this button is selected the timesheet
will be sent to the Payroll team for review,
approval and processing. Please note that
it is not possible to update the timesheet
once it is verified although your Coach can
adjust it or the Payroll feam can ‘reject’ the
timesheet back to you so you can adjust it
and then re-submit it. Please note that when
an Employee ‘cerfifies’ a fimesheet, the Web
Portal will send you a notification email to
advise that there is a timesheet waiting for
review in the Web Portal.




Copying a Timesheet

You can make a copy of an existing
timesheet. This will copy all of the content
of the timesheet for a specific Employee.

The steps to copy a timesheet are:
Select the Copy function on the

timesheets screen beside the
timesheet that you want to copy.

You will then be prompted to
select the fortnight for the new
timesheet that will be created.

Once the timesheet is copied,
please verify the entries and make
adjustments as required. Please
ensure that the dates are correct for the
new fortnight on the time and expense
enftries.

Timesheets

Date Employee
View 06/08/2017 Bella Doe

View Copy 06/08/2017 John Doe

Copy 06/08/2017 Jane Doe

e
X
Copy Time Sheet @ H

New Fortnight Period Time Sheet for fortnight ending 06 Aug 2017 v i}
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Mail Screen

The Web Portal has an
internal ‘Secure Mail’
system that can be

used to communicate
with your Coach, the
Helpdesk, Portal Support,
the Payroll team and your
Employees. When you
receive a message in the
Web Portal, the Web Portal
will send you an emaiil
notification to advise you.
Mail messages that have
not been read will appear
in bold text and will be
identified as ‘unread’ in the
Status column.

Create a new message
by clicking here

Home: Statement Budget Employees Time Shests

Jane Doe
Clark Kent

John Doe

Mail Profile (i}

View youwr sent maid
ttems here

+ View Sent Mail @

@ Status ®
Read
Read
Read
Read
Read
Read
Recd
Read
Read
Read
Read
Read

Read

Indicates Hie Status

of the mail. Unread

L will be identified
a5 'Unread’
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https://portal.incharge.org.nz/SecureMail/List

Viewing Messages

To view a mail message, click on View and
the message will be opened in the view
below. The example below is a mail message
received when a fimesheet was submitted by
an employee. In this example mail message,
you can go to the related timesheet by
selecting ‘To view the timesheet click here’.

Note: It is not possible
to attach documents
to a mail message in

From: Jane Doe @

The Web POI’TOL To: Santiago Test
Subject: Employee Timesheet Submiited @
Received: 10 January 2017 02:18 p.m.

Jane Doe has certified a timesheet on the Web Portal.

To view the timesheet, click here.

Forward the

a maid message. It will Sender mail message
tHhen be removed from fo someone else
yowr inbox n the Wep ondy within the
Portal Wep Portal mail

system




Profile Screen

You can view your key account information in the Web Portal and update it if needed.
The Profile screen also shows details of your funding as well as who your Coach is.

View past funding
plans by clicking here

Select 'Query' to send
on ematil relating to
yowr funding

Yowr Coachv

Yowr contfoct
wformation

our Coach is lan Draper @

Home Slalement  Budget  Employees &Poyees Timesheels Mall  Profle @

Latest Funding Plans v

Recipient

$6,
32

$3.000.00 2/01/2018

+ Email lan Draper @

we have your Confact Details os: + Request an Update €3

ian.draper@hotmail.com

Dom’z Contact Del + Request an Update T

Malling Address

+ Request an Update @

é

Shows a summary
of key information
about yowr funding
uncluding the NASC
Review date

Email yowr Coachh by
cicking here

Request an update tfo
yowr contoact defails
by clicking here
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https://portal.incharge.org.nz/Profile/Index/2677

@) NaNnawanul

INDIVIDUALISED FUNDING SUPPORT




Manawanui InCharge

PO Box 83
Albany Village
Auckland 0755

0508 462 427

suppori@incharge.org.nz
www.incharge.org.nz

Facebook manawanvui.incharge
Twitter @manawanvuinz

@) Manawanul

INDIVIDUALISED FUNDING SUPPORT


mailto:support%40incharge.org.nz?subject=Support%20with%20Web%20Portal
http://www.incharge.org.nz
https://www.facebook.com/manawanui.incharge
https://twitter.com/manawanuinz
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