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1 Introduction 

This document is designed to assist employees with using Employee Self Service (ESS).  

 

2 Logging In  

Users will be able to log into ESS through the following URL:  

https://ess.catholic.net.au/  

 

Once in, the user will need to enter in their login credentials. 

 

 

  

https://ess.catholic.net.au/
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3 My Tasks 

The My Tasks page shows workflow tasks and messages awaiting attention, grouped by task type. 

Select a task type to view the individual tasks displayed from the newest to oldest. Click an individual 

task to view its details. 

 

 

 

Generally, the Tasks module can be accessed by navigating to Dashboard > Tasks. 

From here, users can then click into the Mail or any Forms for which will then bring up more details. 

 

 

  



 

 

 

Aurion Employee Self Service Guide – v 1.0        6 

 

4 Leave 

4.1.1 Leave Balances 

The Leave Module can be accessed via Dashboard > Leave. 

Employees can see their current Balance, any Pending leave which has yet to be approved, and their 

Available leave balances.  
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4.1.2 Predict Leave 

Employees are able to estimate their available balance at future dates by entering a future date and 

clicking the Predict function. This can be cleared using the Reset button. 
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4.1.3 Apply for Leave 

Some employees are able to apply for leave through Employee Self Service.   

Such employees will have an ‘Apply for Leave’ button visible on their screen.  By clicking on the 

‘Apply for Leave’ button, the leave submit screen will be available for the user to start filling out leave 

submissions. 
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4.1.4 Leave History 

At the bottom of the main Leave page, employees can view their Leave History.   

A Filter is available to filter the leave history occurrences by either the leave type or the leave dates.  
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5 Payroll 

Users can access Payroll information by Navigating to Dashboard > Payroll 

 

 

Through the Payroll menu, users will be able to access:- 

 Their Bank Account details (including the ability to update details and add in bank splits) 

 Pay Advices 

 Year to Date summaries of the wages paid to them 

 Payment Summaries 
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Click the 'Arrow' to open an option  

  
 

Click on an item to open the detail.  
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Click the 'attachment' icon to download a copy. 

 

Your pay advice has not changed, it still looks the same.  
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6 Personal 

The Personal Module can be accessed via Employee > Personal. 

Employees can view and update their personal details through this screen including the following: 

- Their preferred name; 

- Their contact details; 

- Their email address; 

- Their address details; 

- Their emergency contact details; and 

- Their equity and diversity details.   
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7 HR Profile 

The HR Profile Module can be accessed via Employee > HR Profile. 

Through the HR Profile menu, users will be able to access:- 

 Their Qualification details; 

 Their Licence details; and 

 Enter their Membership details as appropriate. 
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Click the 'Arrow' to open an option. 

  

Click on an item to open the detail. 
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8 Training and Courses 

The Training and Courses Module can be accessed via Talent > Training & Courses. 

Through the Training and Courses menu, users will be able to view their Training History.  

Requested Courses and Booked Courses are not currently being used in Self Service.  Notifications 

will be sent out when this functionality becomes available. 

 

 

  



 

 

 

Aurion Employee Self Service Guide – v 1.0        17 

 

9 User Settings 

User settings allows employees to change login passwords and also redirect mail. 

This can be accessed by clicking on the users name. 

 

 

9.1.1 User Settings 

Employees can tick the ‘Consolidate Mail’ tick box if they want to only receive one mail message 

reminder when they have multiple actions requiring attention from the Dashboard, rather than a 

message for each action.  

 

9.1.2 Change Password 

Through this menu, employees can change their own password and create a ‘Secret Question and 

Answer’.  The ‘Secret Question and Answer’ functionality should be set up to allow employees to 

reset their own password should they forget their password in the future.  
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10 Searching for an Employee  

Depending on security profiles, Managers can search for employees that report to them to enable them 

to view and update an employees record. Managers can only view selected sections of their employees 

profile.  They are unable to view any of the screens underneath the Payroll section of their employees 

record.  

Further information for Managers on how to search for one of their employees is available in the 

Employee Self Service Managers Guide. 

 

 

11 Help 

The Aurion Help module can be accessed either by clicking on the icon on any page; or by clicking 

on your name > Aurion Help. 

 

 

When you access the Aurion Help function, it will open up the Self Service Online Help module in a 

new window.   Employees can enter topics into the search field or click on one of the Help Menu 

sections. 

 

For further assistance with Employee Self Service, please contact the Pay Office on tel: 3324 3166 or 

email: hris@bne.catholic.net.au  

mailto:hris@bne.catholic.net.au

