SAM Workflow Guide - Requesters

¢ How to make an adhoc booking
e How to reschedule a booking

e How to cancel a booking

¢ How to submit a roster booking
¢ How to submit a generic request
e How to create a profile

e How to submit a leave request

e Workforce Kiosk App

Note: You will require a login in order to request accommodation and travel through SAM — please
contact the BMA travel team on accommodation@bhpbilliton.com or call 1800 772 061 during
business hours.
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Creating an Adhoc Booking — Accommodation and Travel

Follow this guide if you will be submitting a new adhoc (i.e. not an on roster) booking for
accommodation and travel.

1. Login to workflow via —
https://workflowbma.osmotion.com.au Welcome to Workflow
e Enter “Username” and “Password” v
. H “ H ”
Click “Login 2 | Proes
] esesse ‘
Forgot your Password? [] Remember me

2. Via the left panel, select “Documents” and then “Folio Travel” EE} Workflow W

Tasks

Documents ~

—p | EEE I

Generic Request

Roster Booking

Links v

Logout

3. Search for the traveller’s profile via their “last name” and “first name”. Then click “search”.

| [ Workflow  WORKFLOW BMA/BMC

Tasks

Folio Travel - search L

Documents -
Person # l:l urname ] [F\rﬁ Mame  [3am ]Zm]vancgd | Q Search | & UseMe |
I S e

Generic Request Employee # l:l Department | Not used in search |v| Camp Not used in search |
Roster Booking %Szuw‘" Not used in search |7| CostCode Not used in search hd}
Links v

Employer Not used in search |7| Roster Not used in search M|
Logout

Group Not used in search ]

e If you are making a booking for yourself, you can select “Use Me” and your profile will be
selected.

4. If their profile exists, select the correct person

& Workflow  WORKFLOW BMA/BMC

Tasks .
_ Folio Travel - search for the traveller
| .
Person # [ | surname [Project | First Name [ advanced | # NewPerson || Q Search || & UseMe |
Generic Request Employee # || Department | Not used in search ] camo Not used in search I~
Roster Booking ResoureS | Notused in search || costcode Mot usedinsearch I
Links ~
Employer Not used in search | 7| Roster Not used in search A}
Logout
Group Not used in search =]
Drag a column header and drop it here to group by that column
Source Person # Surname First Name Department Resource Type SAM Active Future Booking
SAM 2419 Project Sam BHP Billiton PE 4 4 Select

Version 1.0


https://workflowbma.osmotion.com.au/

o |If their profile does not exist, you will need to create their profile by selecting “New Person”

before you can request a booking. Follow steps in “Create a New Profile”.

5. Select “Add a new booking” then “Next”

e Workflow  WORKFLOW BMA/BMC

Tasks

Documents ~ Summary 3
Request = new Requested  18/08/2017 15:20 Subject  Sem eroject

Generic Request Request By Sam Project rodified

Roster Booking

Links ~ Summary Request for Sam Project Co @

Logout

Folio Travel - Request

~ fp Sam Project (2419) Change Person

=] B I R O I P I ) I YO S T Y S N S SR Y S
= S G G o o o o o o & o o o o o o o o o o o
R O M o o a2 M A M
«< = = = =

RR RR RR RR RR RR RR >3
Travel Type @

Add New Booking

Reschedule/Change an Existing Booking

O Remove Existing Booking

\

[> Next

6. Add “Site Visit’

E Workflow ~ WORKFLOW BMA/BMC

Tasks

Documents ~ Summary

Recuest =

New Requested 18/09/2017 15:20 Subject Sam Project
G R t
ENErC Reques Request By Sam Project Modified

Roster Booking

Links v Summary Booking for Sam Project - @ =2

Logout

Folio Travel - Booking

= fp Sam Project (2419) Change Person

g B R B R R R R R RN RS R R R R R R R R R R R
= o @ &9 & & & & & g &g o q & & & ¢ & g g g o & g & o 0
R e Y L N
fdd e - = - RR RR RR RR RR RR RR >
S S ——
[Requested WA Traveller =
"'..‘. Site Visit ILH" Add |
Date Ttem Description Reference Type Status
No folio items.

~

The following page will appear where you will need to choose from the available drop down

options for accommodation and travel. You can submit multiple requests at one time as well.
Once complete select “Save”

e Camp
e Check-in date and number of nights required.

e  Shift status — ensure you select the correct type of shift to assist with room allocation
e Transport In/Out — you can select the following;

o BMA charter flights — all available flights on this day will be available for selection
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o If you are not on a BMA chatrter flight, select driving as transports.

= gSite Visit

A n At - ™,
\ == \ \
b, [@ Attachments \ Motes \ History

[ Details
Site

Direction

Camp
BUF Buffel Park Village -

Check In Nights Status

|D : =

To Site 1~
Shift Status
DS Day Shift =

In Transport

Depart Transport Reference Status

Out Transport
Return Transport

8. Update the “Traveller” details in the second tab.
e Review and update details as necessary for this specific request. If the details for the profile

are a permanent change, tick the check box to the right of the dropdown menu to update the
profile.

Folio Travel - Booking

o” o
2 P g

i [Tk

- Ii’l Sam Project (2419)

é&é’é’&é’é’é’é’é’é’
10")00‘)06

o

,p,,‘p%

flwy‘,e”b&,\@%&@e“ SRS

SV 0P

A
~

[=] Requested

2 Traveller

[

Traveller Details

- - -

* Traveller changes will only be applied if there are changes to the actua! bookings

First Name * Sam | Surname * Project
Maobile Bl - 0412345878 | Email Address

Frequent Flyer # |

Site Details

Cost Code * BUF Caval Ridge |- O _
Department * BHP EBilliton || U

Employer * BHP Billiton 17 .

Position MIE - Mine Employee =) U

9. Select the “Requested” tab again and review the accommodation and travel selected.
10. Select the “Reason for Travel” from the drop down box.

11. Choose “Next Approval” and select the correct area to workflow for approval.

12. Provide any comments as required -

e If you require a fatigue room at the beginning or end of this accommodation, please advise in
this section for the Travel Team to action
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If accommodation will be a mixture of Days or Nights, please advise in this section for the
Travel Team to action. E.g. DDNN

Folio Travel - Booking

~ fp Sam Project (2419)

Change Person

A il [

SIS SIS A SIS SIS IS
¢ - - - - - - - - - s RR RR RR RR RR RR RR >

Requested | & Traveller =

|

[ site visit | =]+ Add |
Date Item Description Reference Type Status
25/09/2017
05{00"’ ‘l Travel IN on 25/09/2017 at 05:00 to DRV by Car MNew  MNew o #F =
25/09/2017 ‘n Accommodation at Buffel Park Village (BUF) from 25/09/2017 to

~ N N

14:00 27/09/2017, (Day Shift) s e e s x
27/09/2017
23“:00'{ ‘n Travel OUT on 27/09/2017 at 23:00 from DRV by Car New  New [

Reason for Travel §| Testing

Request Document

MNext Approval: Approval Team Send I:D:l BMA 1= l

Comments:

Send to ancther Approval Group

&

| B Save || @ Cancel || » Submit |

\ E.g. Fatigue room required at the beginning
| Document Route

| Document History & Comments

<

£

13. Once you have reviewed your request, click “Submit” to workflow for approval. If you select
“Save”, the request will not workflow and will remain in your task panel.
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Rescheduling a Booking

Follow this guide if you will be amending any current bookings in the system.

1. Via the left panel, select “Documents” and then “Folio Travel”

i Workflow W

Tasks

Documents L

— |

Generic Request

Roster Booking

Links v

Logout

2. Search for the traveller’s profile via their “last name” and “first name”. Then click “search”.

E

Tasks

Workflow  WORKFLOW BMA/BMC

Folio Travel - search forthe fravelle

Documents -
Person £ l:l Eurname lF\rﬁ Mame |Sam ]ZAdvanced | Q Search | & UseMe |
CE—— | &8 e

Generic Request Employee # l:l Department | Not used in search 7| camp Not ysed in search ]
Roster Baoking _P;;:uroe Not used in search |¥] Cost Code Not used in search I
Links v

Employer Not used in search |7| Roster Not used in search ]
Logout

Group Not used in search ]

o |If you are rescheduling your own booking, you can select “Use Me” and your profile will be
selected.

3. Select the person you want to reschedule a booking for

& Workflow  WORKFLOW BMA/BMC

Tasks .
_ Folio Travel - search for the traveller
| .
Person £ [ | surname [Project | First Name M advanced | ¥ NewPerson || Q Search || & UseMe |
Generic Request Employee# || Department | Notused in scarch |~ camp Not used in search =
Roster Booking Resoures | Notused in search || costcode Mot usedinsearch [+
Links ~
Employer Not used in search | 7| Roster Not used in search A}
Logout
Group Not used in search =]
Drag a column header and drop it here to group by that column
Source Person 2 Surname First Name Department Resource Type SAM Active Future Booking
SAM 2418 Project Sam BHP Billiton PE g \/ Select
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4. Select “Reschedule/Change an Existing Booking ” then select “Next”

Summarny ~
Request = New —r Requested 26/09/2017 09:40 Subject Sam project
-
Request By ni o - Modified

cummary  [Recaseet for Sam rajecs] Lo EERIZD

Folio Travel - Request

- fp Sam Project (2419) hange Person

—} o{;@@@@@@@@@@f@@ S o S T
= pes P O
< - = - R RR RR RR RR RR RR RR RR RR RR RRRR F‘F‘_ >

Travel Type @

2 Add New Booking
[ fChange an Existing ing
2 Remove Existing Booking

T

5. Select the booking required to be rescheduled by ticking the check box next to the
accommodation and/or transport. Then click “Select”.

* i Sam Project (2419)

E e &
R A A é"n &“ifoﬁ"}""\&v‘”ﬂe‘p T

>»

1 | Please select bookings to reschedule

Date From | 02/11/2017 [ show Requested [ Show Confirmed [ ] Show Cancelled
DateTe | oa/n2/2018 | Allitems checked - | *® Save || Q Search | ® Cancel || ¥ Select

Dl column header and drop it here to group by that column

Item 1to 3of 3

Date Item Description Booking Reference  Journey Document Booking Active Workflow Active  Last Modified Status.

02/11/2017 Travel IN on 02/11/2017 to MOV at 0500 by Car = 02/11/2017 19:51 Confirmed

i
S
/]

02/11/2017 Accommodation at Buffel Park Village (BUF) from 02/11/2017 to 03/11/2017, (Day Shift) ~ 02/11/2017 19:51 Cc  med

03/11/2017 Travel OUT on 03/11/2017 from MOV at 2300 by Car < 02/11/2017 19:51

®  Cancel v Select

6. The selected accommodation/travel will show in the “Requested” tab. Select the “Pencil Icon” to
edit the booking.

Folio Travel - Rescheduls

fp Sam Project (2419)

qﬂqﬁqﬁfffqﬁfqﬂqﬁqﬂqﬁsf‘f ‘Jﬂ‘lﬁqﬁqﬂo&o"'d&o&o&‘o&o"'d&o&o‘s‘

Y
«< - - - - RR RR RR RR RR RR RR RR RR RR RR RR RR RR— >
[ Reguested 2 Traveller &=
W= Site Visit |z || *+= Agd |
Date Itemn Description Reference  Type Status
ig{;ﬁ’z‘"7 ‘3P Travel IN on 26/12/2017 at 18:00 to MOV by Plane QF2768 Confirmed  Confirmed o
26/12/2017 ijily Accommodation at Buffel Park Village (BUF) from 26/12/2017 to
14:00 02/01/2018, (Night Shift) Sonfirmed  Confirmed e s
o 01/2018
2525" ‘3P Travel OUT on 02/D1/2018 at 20:25 to BNE by Plane QF2769 Cenfirmed Cenfirmed e -

Reason for Travel |

Reguest Document

Next Approval: Approval Team Send to:| BMA I~ Send to another Approval Group

Comments: & |E Save || @ CancelRequest || ~ Submit |
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7. From the “Site Visit” window make the necessary changes and then click “Save” — you can update
the following;

e Camp

e Check-in date and number of nights

e Shift status — you can update this if the traveller has now changed shifts

e In/out transport — you can select any available charter flights or drive as an option

Site Visit - Status: Confirmed.Confirmed

= % = o @
&= site Visit
[ Details % [@ Attachments % == Notes " [E] History *
Site
Direction Camp Check In Nights Status
To Site BUF Buffel Park Village |~ || 28/12/2017 |7 < | confirmed
shift Status
| NS Night Shift =]
In Transport
Depart Transport Reference Status
[28/12/2017 | QF2768 BNE 1800 - MOV 1950 = -] Cenfirmed
Qut Transport
Return Transport Reference Status
[[0z/01/2018 | QF2769 MOV 2025 - BNE 2205 == Confirmed
Close | Save |

8. Review the rescheduled dates/transport to ensure they are correct — the edited dates will be
highlighted and the status will say “modified”.

Folio Travel - Reschedule

~ fp Sam Project (2419)

= D I A I T T T < i T S i

A e A A A A A AR O A

&¢ - - - - - - - RR RR RR RR RR RR RR RR RR RR RR RR RR RR @ NSNS NS NS NS/ NS NS. 5%
Requested ‘\-,\ A Traveller =

‘a Site Visit Il + Add |

Date Itemn Description Reference Type Status
i:{;ﬁ.&ol? ‘* Travel IN on 26/12/2017 at 18:00 to MOV by Plane QF2768 Confirmed Confirmed (-
26/12/2017 4- Accommodation at Buffel Park village {BUF) from 26/12/2017 to
14:00 02/01,/2018, (Night Shift) Bz B e &
gé’_’g;"zms M Travel OUT on 02/01/2018 st 05:00 from DRV by Car Confirmed  Modified & & x
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9. Select the “Reason for Travel” from the drop down box.
10. Choose “Next Approval” and select the correct area to workflow for approval.
11. Provide any comments as required — e.g. a fatigue room, mixture of Days/Nights

Folio Travel - Reschedule
~ fp Sam Project (2419)
= e@e@e@e@eﬁ’e@e@eﬁ’e@e@eﬁ’e@e@e@ e@a@g@e@oéoéoéoéoéoéoéoéoéoé
= C- R g S g g R R ) F P
&L - - RR. RR. RR RR RR RR RR RR RR RR RR RR RR RR 3"5 NS MS NS NS NS NS >
[ ¢ ) |
l Reguestsd l\ A Traveller =
= Site Visit |7 [+ Add |
Date Iten Description Reference Type Status
ig{;?‘zol? ‘* Travel IN on 26/12/2017 at 18:00 to MOV by Plane QF2768 Confirmed Confirmed @
26/12/2017 ‘-l Accommodation at Buffel Park Village (BUF) from 26/12/2017 to
14:00 02/01/2018, (Night Shift) Cenfirmed  Confirmed e s
gé{g;;zms ';‘ Travel OUT on 02/01/2018 at 05:00 from DRV by Car Confirmed Modified @ &S =
Reason for Travel
Request Document
[Next Approval: Approval Team Send tD:| BMA = ] Send to ancther Ap) Group
Comments: & | B Save || @ Cancel || +* Submit |

12. Once you have reviewed your request, click “Submit” to workflow for approval. If you select
“Save”, the request will not workflow to site and will remain in your task panel.

Removing Accommodation/Travel
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Follow this guide if you want to cancel any bookings in the system

1. Viathe left panel, select “Documents” and then “Folio Travel”

i Workflow

Tasks

Documents ~

— | —

Generic Request

Roster Booking

Links w

Logout

2. Search for the traveller’s profile via their “last name” and “first name”. Then click “search”.

E% Workflow  WORKFLOW BMA/BMC

Tasks

Folio Travel - search L

Documents A
e | T B T —] TR AT
[ —

Generic Request Employee # l:l Department | Not used in search |7 Camp Not used in search ]
Roster Booking _Ill_;;gume Not used in search |7 CostCode Not used in search )
Links v

Employer Not used in search ] Roster Not used in search |
Logout

Group Not used in search =)

e If you are cancelling your own booking, you can select “Use Me” and your profile will be selected.

3. Select the person you want to cancel a booking for

[ Workflow  WORKFLOW BMA/BMC

Tasks ’
Folio Travel - search for the traveller
Documents -~
person # | | surmame  [project ] First Name M advanced | # NewPerson || Q Search || & UseMe |
ECrr—
Ganeric Request Employee = | | Department |Not used in search |~ camp Not used in search 4]
Roster Booking feoouree | Not used in search |*] costcode [Nt used in search =
Links v
Employer | Mot used in search ™| Roster Not used in search =
Logout
Group Not used in search A
Drag a column header and drop it here to group by that column
Source Person Surname First Name Department Resource Type SAM Active Future Boaking
SAM 2419 Project sam BHP Billiton PE ~ ~ Select

4. Select “Remove Existing Booking” and select “Next”
5. Select the booking/s required to be removed by ticking the check box next to the accommodation

Summary ~
Request # MNew Requested 26/09/2017 10:34 Subject  Sam Project
Request By Lecnie Searson Modified
Summary Request for Sam Project - o @ ==

Folio Travel - Request

- fp Sam Project (2419) Change Persan

A2 A 42 D AP 2 AR P P PSP S PP

RR RR RR RR RR RR RR RR RR RR RR RR FR FR 3V N5 NS NS HE NE RS RS >»

E AT AL IS, AT P PP PP E S F
«< - =——= ==

Travel Type @

) add New Booking

eschedule/Change an Existing Sooking
emove Existing Booking '

[ > Next |

ﬁ

and/or transport. Then click “Select”.
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e You can utilise the “Date From” and “Date To” to filter down to the bookings required to be
removed.

- Sam Project (2419)

B LASSALSSL LSPGO ESSSEFE SIS
L I A A P ) P M M

<" "'RRRRRRRRRRRRRRRRRRRRRRRRRRRR_)»

A

1 | Please select bookings to remove

Date From | 01/11/2017 M Show Requested ¥ Show Confirmed [ Show Cancelled
DateTo | 31/10/2017 | Allitems checked Ml & Save /| Q Search | X Cancel || ¥ Select

Drag a column header and drop it here to group by that column

Item1to30of 3

Item Description Booking Reference Journey Document  Booking Active  Warkflow Active  Last Modified Status

‘* Travel IN on 31/10/2017 at 18:00 to MOV by Plane QF27568 5079 5/ v 21/09/2017 12:29  Confirmed

‘Accommodation at Buffel Park Village (BUF) from 31/10/2017 to 07/11/2017, (Night Shift) 5079 4 4 21/09/2017 12:29 Confirmed

el OUT on 07/11/2017 at 20:25 to BNE by Plane QF2769 5079 4 4 21/09/2017 12:29  Confirmed

\ \ X Cancel || ¥ Select

Tick this box to select all in the list

§ | Please select bookings to remove

Date From [V show Requested M show Confirmed [ Show Cancelled
bateTo | 311012007 | Allitems checked ) | Save || Q Search | (% Cancel ||/ Select |

Drag a column header and drop it here to group by that column

Item1to3of 3

Date Item Description Booking Reference Journey Document Basking Active Workflow Active  Last Modified Status

3y102017 ! Travel IN on 31/10/2017 at 18:00 to MOV by Plane QF2768 9 = < 21/09/2017 12:29  Confirmed

<< (<]

31/10/2017 Accommodation at Buffel Park Village (BUF) from 31/10/2017 to 07/11/2017, (Night Shift) 9 = =i 21/09/2017 12:29 Confirmed

Travel OUT on 07/11/2017 at 20:25 to BNE by Plane QF2769 E] = = 21/09/2017 12:29 Confirmed

07/11/2017

% Cancel ||+ Select P

6. The selected accommodation/travel to be removed will show in the “Requested” tab. The
cancelled dates will be crossed out the status will say “please cancel”

Folio Travel - Remove

~ fh Sam Project (2419)

Ittt ol A L ettt o
&<¢- - - - - - - RR RR RR RR RR RR RR RR RR RR RR RR RR RR | ¥ NS NS NS NS NS NS NS | >

Reguested 1 Traveller =

‘= Site Visit ||| * Add |
Date Item Description Reference Type Status
?" Travel IN on 31/10/2017 at 18:00 to MOV by Plane QF2768 - O =
Je=y S;ﬂﬂir;}r;gf}av:cmi:;tﬂgri:;ark Village (BUF) from 31/10/2017 to - O x
?" Travel OUT on 07/11/2017 at 20:25 to BNE by Plane QF2769 - O =

7. Select the “Reason for Travel” from the drop down box.
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Choose “Next Approval” and select the correct department/individual to workflow for site approval

Note: No accommodation or travel will be cancelled by the Travel Team until site has approved
this request.

9. Provide any comments as required

Folio Travel - Remove

~ fp Sam Project (2419)

&ﬁ&&&&&&&&&ﬁf& Vol o o B PP PP

RRR. RR RR RR RR RR RR RR RR RR RR RR RR RR 3 NS NS MNE NS MNE NS NS

l Reguested ‘l A Traveller =

A i I

~

>»

|45 site visit ||| #* Add |
Date Item Description Reference Type Status

?{ Trawvel IN on 31/10/2017 at 18:00 to MOV by Flane QF2768 - O x

o=y g;;x;rl\}r;gf?flsai:;tﬂgxz)Padc village (BUF) from 31/10/2017 to - O x

?{ Trawel OUT on 07/11/2017 at 20:25 to BNE by Plane QF276% - O =

Reason for Travel

Mext Approval:

Approval Team Send tD:l BMA

— 3

| B Save || @ CancelRequest || + Submit |

10. Once you have reviewed your request, click “Submit” to workflow for approval. If you select
“Save”, the request will not workflow to site and will remain in your task panel.
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Roster booking

This document will be used to create a new roster for someone or to change someone from one

roster to another.

1. Via the left panel, select “Documents” and then “Roster Booking”

q

Tasks

Documents ~

Falio Travel

Generic Request

Roster Booking

Links hd
Configuration v
Logout

2. Search for the traveller’s profile via their “last name” and “first name”. Then click “search”.

Folio Travel
Generic Request

Roster Booking

I‘ ‘Configuration v

I‘ Logout
L

Roster Booking

Person #

Surname Project I [ First Name  |Sam W] advanced | & Search || & UseMe |
J | (= = e TEE
Employee £ Department | Not used in search =) Camp Not used in search ]
Resource .
Type Not used in search 7] Cost Code Not used in search ]
Employer Not used in search =) Roster Not used in search I}
Group Not used in search =)

e If you are creating a roster for yourself, you can select “Use Me” and your profile will be selected.

3. Select the profile.

Tasks

Documents ~

Folio Travel

Generic Request

Links v
Configuraticn v
Logout

Roster Booking

T Pt e aarsa (@ St | & Ui |
Employee £ l:l Department | Nof used in search ] Camp Not used in search ]
Resource R
Type Not used in search |7| cost Code Not used in search ]
Employer Net used in search |7] Raoster Not used in search M|
Group Not used in search ]
Drag a column header and drop it here to group by that column
Source  Person#  Surname First Name Department Resource Type SAM Active Future Booking
SAM 2419 Froject Sam Infrastructure and Asset Management FE v 4 Select

4. Complete the “Roster Details”
e Roster start date — this will be the first day the person travels to site and requires
accommodation

e Roster duration — only select 1 month as the system will automatically extend the roster out

overnight

e Select the available rosters from the drop down menu
e Review/change any profile fields as required — if there are any permanent changes, tick the
box next to each field for the profile to be updated permanently.
e Transport Group — this is for the FIFO personnel only, if the group is unknown add a comment
for the Travel Team to update as required.
5. Use the “Preview” button to check you have chosen the correct roster/start date

Version 1.0
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Rosters

- i1 Four Example (2965)
Mine Employee
BHP Billiton

g% DIDO 7/7 DS (6D 8R)
[eg] 4505 581 849 Blackwater

Roster Details

BHP Billiton @@ Exal04

4=t pE

sy 2007 (BS Village Short Stay, Buffel Park Village)

W na
B R R 2 R 2 R 2 R 2 R R 2 R 2 R R R 2 & & & & & &
= a“a“q"q"a"e“a"a“a"q"?a“a“a" 9"9"9"9"0"0"0"0"0"0"0"0"0"0"
= e ,ﬂ 4%,'3,,0 1‘3&-‘)@6\@@&3
K<L - - = = - - - - 5%

Roster Start ,—
Roster Duration ,7
(months)
New Roster | DIDo 7/7 DS |
Cost Code | BAS Blackwater | D—
Department | BHP Billiton 7 ]
Employer [ BH? Billiton |-
Person Type | PE - Permanent Employee 1™ O
Transport Group | Mot used |} .
| Preview |
Commute Base | LRV - Driving 17 =
Comments
Attachments

|+ | Add new Attachment |'% | Refresh

File
No Attachments

Description Include as email attachment Upload By Uploaded Time

Request Document

¢

| B Save ||  Submit |

Send to:| BMA

Comments: ra

MNext Approval: Approval Team

6. Provide any comments as required
7. Once you have reviewed your request, click “Submit” to workflow for approval. If you select
“Save”, the request will not workflow and will remain in your task panel.

Generic Request

Generic requests are used to replace emails — submit any

gueries using this function directly to the Travel Team for action. Tasks

Documents -
Any requests for new bookings/cancellations/amendments will ,

Folio Travel

be rejected as you will need to submit this through “Folio Travel”

Rester Bocking

Generic Request

Version 1.0
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Create a New Profile

Before creating a new profile, always try and search for the individual to avoid multiple profiles being

created.

1. Search for the traveller by “Surname” or “First Name” and any additional fields as required.

| [p Workflow  WORKFLOW BMA/BMC

Tasks

Folio Travel - search

Documents

~

== —

L1

Person #

for the traveller

urname Project

[First N

ame  |Sam

p.qduanced | O Search || & UseMe |

Employee # l:l Department | Not used in search

(Generic Request
Roster Backing %;gume Not used in search
Links v

Employer Not used in search
Logout

Group Not used in search

I Camp Mot used in search |
|7} Cest Code Not used in search =
|7) Roster Not used in search |
g

2.

If the traveller is not found, click “New Person”

(B Workflow  WORKFLOW BMA/BMC

Tasks

Documents

Generic Request
Roster Booking

~

CE—

Links

Logout

Folio Travel - search for the traveller
Persan = | | surname  [Project ] First Name M advanced | * NewPerson || Q Search || & UseMe |
Employee# | | Department | Mot used in search =] camp Not used in search =
Resouree | Mot used in search |v| costcode [Notused insearch [~
Employer Mot used in search | 7| Roster Not used in search |hdl}
Group Not used in search A}
Drag a column header and drop it here to group by that column
Source Person # Surname First Name Department Resource Type SAM Active Future Booking
SAM 2419 Project sam 8He Billiton E ~ T4 select

3. There will be three tabs with mandatory fields — Personal, On Site & Off Site

4. Fields marked with an asterisk are mandatory and must be completed before the profile can be

created.

Falic Travel - Request

Asset
Organisational Unit

Personnel Sub Area

Please Select
Plegse Select
Please Select

EEIE

X 3 Y - Y 3

Personal \ OnSite \ OffSite \ Other \

First Name * New Surname = |Prc>ject
O Female

Commence Date * Completion Date
Department * Please select a value [l
Cost Code * Please select a value 7
Email Address |
Frequent Flyer # il

| & Next |

Version 1.0
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a. Personal tab
If female, tick the box otherwise it will assume the traveller is a male.
Commencement date — back date by a month, incase the traveller does not start on the
scheduled date.
Completion Date — provide a date if the individual is only on site for a project/secondment and has
an end date. This will complete their profile on that date.
Cost Code, Department, Asset, Org Unit & Personnel Sub Area must be correct — if unsure
contact your BMA representative to confirm.
Email Address — provide the individuals email address, not a generic company email. All
accommodation/travel confirmations will sent to this email address
b. On Site tab
Employers are preloaded — if you are unable to find an employer, please submit a Generic
Request to the Travel Team to action.
Resource Type — identify which type based on their personnel number i.e. Service Contractor
(800 series employee number), Permanent Employee (200 series employee number)
Position — identify what position they are based. Anyone that isn’t site based should be a Visitor.
Roster — if on a roster select one otherwise they are a visitor
Room Type — choose from the drop down menu, if unknown choose “AAA Approval Team Action”
Commute Base — for FIFO choose point of origin, for DIDO choose Driving

e Transport Group (FIFO Only) - Please add a comment to your booking advising what

Crew you are on and the Approval Team will allocate.

Folio Travel - Request

———————————
Personal ] Cn Site Y Off Site % Other

- /.
Employer Please select a value |
*

Resource Type Please select a value |
Position = Please select a value ] Active

* ) !
Roster Please select a value |
Room Type * Please select a value |l [ Hotel
Commute Base * Please select a value =
Transport Group Please select a value =

c. Off Site tab
o Please add the travellers mobile number — this number is required if the individual wants
to utilities the work force app to see their accommodation/travel itinerary

Folio Travel - Request

R ¥ &)
Personal '\ On Site 1 Off Site ' Other

Mobile | Gl 0412 345 £78

| & Next
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Leave Request

1. Via the left panel, select “Documents” and then “Folio Travel” @ Workflow W
:-_0

Tasks

Documents -

—p | T

Generic Request
Roster Bocking

Links v

Logout

2. Search for the traveller’s profile via their “last name” and “first name”. Then click “search”.

i Workflow  WORKFLOW BMA/BMC

Tasks .
Folio Travel - search L
Documents “
Person 2 l:l urname ] [F\rst Mame |Sam ]ZAdvanced | @ Search || & UseMe |
[t ] Asmms e
Generic Request Employee # |:| Department | Not used in search L‘ Camp Not used in search L‘
Roster Booking _Ill_.;;zuroe Not used in search |7 CostCode Not used in search |
Links v
Employer Not used in search |7| Roster Not ysed in search ]
Logout
Group Not used in search ]

e If you are submitting leave for yourself, you can select “Use Me” and your profile will be selected.

Folio Travel - Request

- Iil Sam Project (2419) Change Person

B f&f&f&&&&oﬁeﬁoﬁw&Qb&&&@ep&&&ephepﬁepy&
&= - - - - - - - - - - "MW®& - - - - - - - - - - - - >»

Travel Type @

® add New Booking

@] Reschedule/Change an Existing Booking
O Remove Existing Booking

O Leave Request

3. Enter in your “First Day” and “Last Day” of leave. Then select the tick next to it.

Folio Travel - Request

- Ii’l Sam Project (2419) Change Person

= o

= 1°o‘i~oé o 0‘5' 0‘5' oé oé oé o oiQO": 0‘:; eP&ePf&‘ @Qy,\&y §e°°e° € e°¢e° & e° &
L E SR HRHDSDSDSDSDSDSRRRRRRRRRRRRR >y
Step 1

What are the first and last working days of your leave? First day Last day

Any R&R during this period will automatically be added. - <& -

4. This will automatically calculate the number of days and leave and will provide a breakdown of
this. It will also take into account any days on R&R
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- fp Sam Project (2419)

3

s 2 2 3 3 3 3 3 2 e 2 2 3 3 3 3 3
= F o 707 07 07 oF o 0707 T S E
S A o A 5/ C U A A P
&< - - - - - - - - - - - - | & @pDs DS DS DS DS DS M RR RR RR RR RR RR (@ 3%
Step 1
What are the first and last working days of your leave? First day Last day
Any R&R during this period will automatically be added. 04/11 /2017 - 07/11/2017

Step 2

First day Last day Duration Leave Type

04/11/2017 04/11/2017 1days Annual Leave

05/11/2017 07/11/2017 3 days Annual Leave

Total: 4 days

5. Review the leave days requested are correct — all accommodation and travel between these
leave dates will be automatically removed once approved. The shift status will then change to AL
for annual leave.

6. Once you have reviewed your request, click “Submit” to workflow for approval. If you select
“Save”, the request will not workflow and will remain in your task panel.

Workforce Kiosk App

To access the Workforce Kiosk app you must ensure your mobile number is saved in your SAM
profile first.

To view your accommodation and travel bookings — download the app through the Apple Store or
Google Play store (Android Phones).

You will then be required to enter in your number and follow the prompts to access your bookings.
Once logged in your will be able to see all your accommodation and/or travel.

Please Note — this app only allows the traveller to view bookings, you cannot amend/cancel bookings
through the app. This must be submitted through workflow.
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