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The YourPayroll system has a smartphone app called WorkZone. WorkZone is available for both Android and
iOS. Please visit http://YourPayroll.Alexilum.com.au/ to download or search the app store.

NOTE: What options you have available will depend on how your Employer’s system has been configured.

Logging In
When you first open the app it will ask you for the email address and password you set up during your
onboarding process.

You then need to create a 4-digit pin that will be used to access the app in the future.

NOTE: You may have the option of also using your fingerprint to login.

Home
Overview

From the Home screen, you have quick access to:
● Your last pay slip
● Details about your next shift
● A summary of your current timesheets
● Current leave balances
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Clock In / Clock Out
The Clock In / Clock Out function allows you to easily clock in and out of your shift without having to manually
type in your start and end times.

Clock in

Start on the Home screen

Click the ‘Clock In’ button

Set your timesheet options

Location - Here you can set the location of your shift if necessary

Work Type - Generally you won’t need to change this however
there are some special circumstances that may require you to set
this, check with your employer if this needs to be changed.

Note - Here you can add a note to be included with your timesheet.
Good for things such as explaining why you started early or
finished late.

Start your shift

Click the ‘Confirm Clock In’ button

NOTE: Depending on the organisations’ settings and rostering you
may get other similar options.

Taking a break

During your shift you may take a break which also needs to be
recorded.

Click ‘Start Break’ at the beginning of your break and click
‘Confirm Start Break’ after reviewing any additional details

Click ‘End Break’ at the end of your break and click ‘Confirm End
Break’ after reviewing the details.

Ending your shift

Start on the Home screen
Click the ‘Clock Out’ button at the end of your shift and click
‘Confirm Clock Out’ after reviewing the details.
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Timesheets
The Timesheets screen allows you to review any timesheets you’ve created and create new ones if you don’t
want to use Clock In / Clock Out or it’s not available you.

Overview

You can switch between the weekly or fortnightly view by clicking
on the dropdown arrow.

You can navigate different periods by using the date navigator
arrows or even select a specific date by clicking on the date
dropdown arrow.

You can review an existing timesheet by clicking on the timesheet
itself.

Adding a new timesheet

Under the date you want to create a timesheet, click the ‘Add a
timesheet’ button.

Set your timesheet options

Work Type - Generally you won’t need to change this however
there are some special circumstances that may require you to set
this, check with your employer if this needs to be changed.

Location - Here you can set the location of your shift if necessary

Date - Date of your shift

Start - Time you started your shift

End - Time you ended your shift

Break - Click the ‘Add a break’ button to record your break

Note - Here you can add a note to be included with your timesheet.
Good for things such as explaining why you started early or
finished late.

Add attachment - This can be a photo or file

Apply this Timesheet To - This allows you to apply this same
timesheet to multiple date

Record your timesheet

Click the ‘SAVE’ button
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Profile
The WorkZone app allows you to review and edit a number of details in the YourPayroll system.

NOTE: Not all details can be edited in the app, some details can only be changed in the YourPayroll portal or
by your employer.

Overview

My Details - This section allows you to review your current details
in YourPayroll. Note that not all items can be edited in the app.

Pay Slips - Review and download past pay slips.

Payment Summaries - This was for the old-style ‘Group
Certificates’. These are no longer issued.

Bank Accounts - This allows you to review what bank account(s)
your pay will be disbursed to. If you want to edit these details you
need to log into the YourPayroll portal.

Super Funds - This allows you to review what fund(s) your
superannuation will be disbursed to. If you want to edit these details
you need to log into the YourPayroll portal.

Leave - Review your current leave balances, past leave requests
and add new leave requests.

Unavailability - Review your current unavailability and add new
requests.

Emergency Contacts - Review and update your emergency
contacts.

Other Documents - Review any documents that have been
uploaded by your organisation.
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Requesting Leave

Create a leave request

Start in the Profile screen

Click the ‘Leave’ button

Click the + button

Set the leave options

Leave Category - You need to specify the type of leave you are
applying for. Note that the types of leave available to you will be
dependant on your engagement with the organisation.

First Day - This is the date of the first day you will be away.

Last Day - This is the date of the last day you will be away.

Show Details - Use this toggle to see your current leave balance,
how much you already have approved and your available balance.

Leave Required - The number of hours leave you are applying for.
This should be equal to the number of hours you were meant to
work on the leave days.

Notes - You can enter a description of why you are applying for this
leave.

Add attachment - Attach a photograph or document to your leave
request. If you have a medical certificate you can easily use your
camera to attach it to your request.

Submit your leave request

Click the ‘Submit’ button

NOTE: When you submit your leave request it will be queued up for
approval. You can edit your leave request up until the time it is
approved.
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