ESS - Forms

1 Click "Dashboard"

& qur'lon o Dashboard 25 Employee E@} =
My Tasks
o EMPLOYEE, Edward (13511)
v

College Nurse

N 3 Mail >

é}@ ] Leave Applications >



2  Click "My Forms"

& qur-lon (2 Dashboard | 25 Employee

My Tasks

o EMPLOYEE, Edward (13511)
G2 College Nurse

My Tasks

Timesheets
Leave
Payroll

My Forms

N1 3 Mail

é}@ ] Leave Applications >

3 Here you can view your previously submitted forms and their status. You may edit
a form if it has not yet been approved.

Click "Add"

' qur.lon o) Dashboard 22 Employee

o EMPLOYEE, Edward (13511)
= College Nurse

My Forms

Pending All  Show 10 entries ¥

Raised Date Form Name

06/08/2025 Super Choice

05/08/2025 Super Choice

05/08/2025 Tax Declaration & Variation

Showing 1to 3 of 3 entries

For With
Edward Employee You
Edward Employee You
Edward Employee You

Avrinn « v11 95 1 20h222

3 >

B0

FILTER:

Status Last Updated
Pending
Pending

Pending



4  Click the "Form:" field.

4. aurion %) Dashboard 23 Employee I
Add form for EMPLOYEE, Edward
o EMPLOYEE, Edward (13511)
=

College Nurse

Add form for EMPLOYEE, Edward ©,
FORM: Q
Back

Aurion = v11.95.1.30b333c

Alert!
Please note that the forms displayed are based on your role.
The information shown here is from a test user.



5 Select a form to edit

Add form for EMPLOYEE, Edward

o EMPLOYEE, Edward (13511)

= College Nurse

Add form for EMPLOYEE, Edward ®
FORM: ‘ Q

Application for Parental Leave - 14 weeks (TASC.)
Application for Study Leave balance (TASC.3)
Leave Adjustment (LVEADJ.1)

Leave Cash Out (COUT.I)

Study Leave Request (LVEADJ.2)

Super Choice (SUPER.T)

Tax Declaration & Variation (TAXDEC.1)

6 Click "Super Choice (SUPER.1)"

1 form for TEACHUSER, Theresa @

Leave Cash Out (COUT.I)
Super Choice (SUPER.T)

Tax Declaration & Variation (TAXDEC.1)



7  Click "Next"

Super Choice (SUPER.T) Q)

Back Next

Aurion « v11.95.1.30b333¢c

8 Click the drop-down menu to view the available types.

This form is with you for completion.

Form Details
This form comprises of multiple sections to be completed before submission.
Aurion Automation

For further information about the Superannuation Chioce Form please contact Human Resources.
Superannuation Details

Superannuation Fund Type v

Cancel form < Pagelof2 > Back Print  Save

Aurion - v11.95.1.30b333¢c



9  Click "Choice of Fund"

This form is with you for completion.

Form Details
This form comprises of multiple sections to be completed before submission.
Aurion Automation

For further information about the Superannuation Chioce Form please contact Human Resources.
Superannuation Details

Superannuation Fund Type v

Cancel form ¢ Choice of Fund

Self Managed Super Fund

'1
Aurion * v11.95.1.30b333c
10 Here you can see the number of pages available for viewing.
1 Details
rm comprises of multiple sections to be completed before submission.
Automation
ther information about the Superannuation Chioce Form please contact Human Resources.
srannuation Details
‘annuation Fund Type Choice of Fund v

Cancel form < Pagelof2| > Back Print Save m

Aurion = v11.95.1.30b333c¢c



11  Click Next to move to the following page.

ietails
:omprises of multiple sections to be completed before submission.
omation

information about the Superannuation Chioce Form please contact Human Resources.

Innuation Details

wation Fund Type Choice of Fund A

ncel form { Pagelof2 | > Back Print Save m

Aurion + v11.95.1.30b333¢c

12 Fields marked with a red line on the right are mandatory. Fields without this
indicator are optional.

This form is with you for completion.

Superannuation Details

SPIN |

Member ID |

Date Commenced Fund

Employee Contribution Post Tax %

Employee Contribution Post Tax $



13 Click "Cancel form Page 2 of 2 Back Print Save Submit"

Employee Contribution Pre Tax %

Employee Contribution Pre Tax $

Documents

Super Choice Form

Process

Submit

Cancel form

<

Page 2 of 2

>

Back  Print  Save m

14 Once you have entered the information, you can use the buttons below to submit,

save, print, back, or cancel the form.

1 ‘

Employee Contribution Pre Tax %

Employee Contribution Pre Tax $

Documents

Super Choice Form

Process

Submit

Cancel form

<

Page 2 of 2

>

Back Print Save M!



15 After submitting your form, a pop-up message will confirm that it has been
successfully submitted.

dashboard &5 Employee @ [%

& - Workflow action successful 4

+0a 1@

FILTER:

16 To view your previous forms, select any form from the list. You may edit it if it has
not yet been approved.

My Forms m @

Pending All Show 10 entries ~ FILTER:
Raised Date Form Name For With Status Last Updated
15/08/2025 Super Choice Theresa Teacher You Pending
13/08/2025 Super Choice Theresa Teacher You Pending

Showing 1to 2 of 2 entries < 1 »

Aurion = v11.95.1.30b333c



