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PeopleHub Introduction

Our shared passion for people includes a great support system. SAP SuccessFactors is our Human Resource
Management system which we at GrainCorp like to call “PeopleHub”. PeopleHub provides you with a smooth online
onboarding experience and is a quick, easy, all in one system to help you manage your personal information, learning
and onboarding tasks before you start with us.

Getting Started
Before you get started, it's important to have the following ready and available:

When logging into the system, ensure you use a desktop or laptop computer, and we recommend using
Google Chrome as your browser.

Clear browser cookies and cache (click here to learn how).

Allow pop-ups (click here to learn how).

@ Have any GrainCorp emails handy.

Have your personal details ready, including:
= Tax File Number / Social Security number / National Insurance number;
= Superannuation / Pension fund;
=  Work Rights document (birth certificate, passport or visa).

Onboarding

Overview of Process
The onboarding process is a two-step process.

* For Harvest Casuals an additional step is required prior to commencing onsite and that is completing all online
learning. For all other employees your learning will be available to complete on Day 1 of employment.

Login & Set Complete Complete

Password Paperwork Learning

Employees and Harvest Employees and Harvest

Casuals Casuals * Harvest Casuals only
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Create a New Password and Log in

Once you receive confirmation that your application has been successful, you will receive an email containing access
details to the PeopleHub portal to allow you to complete your new starter paperwork and learning assignments.

Please also check your junk/spam folders.

T3 Take note of your 5-digit username located in the email.

Hi Peter Parker-test
Congratulations on accepting your offer of employment with GrainCorp!

The next (and final) step in our process is to complete your setup as a new
employee in PeopleHub, our dedicated people management system. We'll be
asking you for some important infermation te enable your access to our systems,
get you paid on time and much mere.

It's important that you complete this step within the next five (5) days or lst us
know if you expect there to be a delay.
H ‘ H1
lick mit’.
1. To get started, you'll need to visit PecpleHub and reset your password for the C c SUb t
first time with your new username (30739)

Set Password Here

You’ll need this when setting up your password.

Click on the ‘Set Password Here’ link to get started.

This will direct you to a new browser screen to allow you to reset your
password. Type in your new password and reconfirm.

2. Follow this link te login to PeopleHub and complete the new employee step
(access to a computer is required)

Access Your Account

We look forward to you sharing your passion, growing your potential and being
part of our worldwide team

GrainCorp Talent Acquisition

Reset Your
Password

Type your new password

Passwords must be between 8 and
18 characters long.

Passwords are case sensitive.They
are required to be mixed case.
Passwords must contain at least one

Type your new password again

of each of the following character
types: alpha, numeric, and symbol.

Password cannot be same as any of
the previous 10 passwords.
Password cannot contain user’s
username, first name or last name
Passwords can contain any
combination of letters and digits.

SAP SuccessFactors O

Reset Successful!

Your password has been successfully
reset. Click the button below to retum
to the login page.

Select ‘Back to Log in’.

BacktoLogin

For a better user experience, it is recommended to log into PeopleHub using
the Google Chrome browser.

Enter your 5-digit username (refer to the welcome email) and your
new password, then select ‘Log in’.
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Navigating the Homepage

Quick Actions

This section is where you can complete your most frequent or important actions.
Quick actions intend to allow users to perform a quick task without navigating away from the Home Page.

Quick Actions

Delegate Workflows

A

Request Time Off

(¢

Reminders

Report Centre

Favourites

S o

Onboarding

New employee activities

Onboarding
This section will contain helpful information for new starters e.g., useful links

and contacts.

For You Today

This section will contain tasks that require your
immediate attention e.g., Learning assignments
due within the next 30 days and overdue tasks.

For You Today

@ Learning Assignments

Online
Code of Conduct

3 days overdue

View Details

View All

Sol 5
s Time for a break?

You have not taken any holiday.

You do not currently have any holiday planned.

Create Absence

Organisational Updates

This section contains cards that link to other PeopleHub actions and GrainCorp resources.

Organisational Updates

View My Pending Requests PeopleHub Resources

Employee Benefits

Employee Assistance Program

COVID-19 Vaccine Status

Add Vaccination Status on your Profie
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Complete Onboarding Paperwork
From the homepage, navigate to the top right of the screen to select the Tick Icon with the Red Notification and select
Complete Paperwork. This will allow you to:

= Complete onboarding paperwork

=  Review/complete personal information and forms

=  Acknowledge and e-sign paperwork.

The ‘Complete Paperwork’ action is only available for 30 days. So that we can pay you on time, ensure you complete all
your paperwork within 30 days of your hire date.

To-Do

Complete Paperwork

Due in 14 days

Quick Actions

Org Chart My Leaming Reminders Favourites

New Employee Step Introduction (Peter Parker-test)
New Employee Step

Welcome to the GrainCorp Team!

You'll walk through the onboarding process to
ensure we capture all the information required
before your start date.

This will take approximately 20 minutes and the Once you ek et you il b ke g o our Onarin o 1 capue s e fomaton e e 0 gt you s
system will save your progress through-out, so
you can stop and leave at any point and pick up
where you left off.

This will take approximately 20 minutes. If you need to stop and leave the system it will automatically save your information and bring you back to the same place you left

On completion you will be provided with access to our Onboarding page where you will be able to view useful information which will help you get prepared for your first day

Step 1. Personal Details
Select ‘Next’ to continue.
Step 3: Emergency Contact
Step 4: Working Rights.
Step 5 Policies

Step 6 Tax Details

Step 7: Superannuation Detais.

; =N -
[Show Onboarding version information
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Personal Details
Review and update your personal details.

Personal Details (Peter Parker-test)
New Employee Step
Add Information (Peter Parker-test)

mployee Step

Personal Details

*Salutation
*Preferred Name
*First Name: “Address Line 1
Middle Name: *City/Suburb/Town:
“Last Name “StatefTerritory/Province:
“Date of Birth- ostat Gode:
*Gender.
*Email
*Is your Mailing Address the same as the Home Address?
Home Country.

Phone Number (Peter Parke

New Employee Step

Please provide the Mobile number in the format - Country + Mobile Number in the fields provided

*Mobile Number: | 0400400400

Landline Phone Details

Please provide the Landline phone number in the format - Country + Area Code + Number in the fields provided

Area Code: | 02

Bank Information

n

] -

how Onboarding version information|

Enter your bank account details, so that we can make sure you are paid on time for the hours you work!

Bank Information Primary (Peter Parker-test)

New Employ

Payment Method

*Bank Country:

Bank.

*BSB/Sort Code/Bank Code:

*Account Number.

*Account Ovmer:

Do you wish to specify any other bank accounts?

e

Show Onboarding version information|
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Tax details (Australia)

Complete the Tax File Number declaration for the Australian Tax Office. From the ‘On what basis are you paid?’
dropdown, select as appropriate (i.e., if you are a casual employee, select Casual Employment).

AUSTRALIAN TAXATION OFFICE | Tax file number declaration (Peter Parker-test)

New Employee Step

AUSTRALIAN TAXATION OFFICE | Tax file number declaration (Peter Parker-test)

New Employee Step

" allon you po i1t declaration wil allow your paye AUSTRALIAN TAXATION OFFICE | Tax file number declaration (Peter Parker-test)
New Employee Step

You need to provide all Information requested on this form. Prol

payments made to you. What is your tax file number (TFN)?

If you have changed your name since you last dealt with the ATO, show your previous name details.

Sumame or family name. Parker-Test
Verify Name

How do you find your TFN?

First given name
Sumame Famiy Name

Peter
You can find your TFN on any of the following

Other given names
First Given Name

« your income tax notice of assessment
« comespondence we send you

 a payment summary your payer issues to you.
Other Given Names

If you have a tax agent, they may also be able to tell you your TFN.
If you still can' find your TFN, you can
Tile Me What s your primary email address? shanna.ahwai@gmail.com
« phone us on 13 28 61 between 8 D0am and 6 00pm, Monday to Frday
« Visit your nearest shopfront (phone us an 13 28 61 to make an appoint
What s your date of birth? 0110111980
If you phone or visit us we need to know we are talking to the correct person
representative would know

©On what basis are you paid? Casual employme

s | oo |
how Onboarding version informatio !

From the dropdown, select details to indicate that you are:
= An Australian resident for tax purposes or
= A foreign resident for tax purposes or

A working holiday maker.

AUSTRALIAN TAXATION OFFICE | Tax file number declaration (Peter Parker-test)
New Employee Step

An Australian resident for tax purposes

AUSTRALIAN TAXATION OFFICE | Tax file number declaration (Peter Parker-test)

New Employee Step

Do you want to claim the tax-free threshold from this payer? Only ciaim the tax-free
thieshold from one payer at a tme, unless your total income from all sources for the ~ SELECT -
financial year will be less than the tax-free threshold

Complete details relating to the tax-free threshold.

Answer no here if you are a foreign resident or working holiday maker, except if you are a forei

in receipt of pension or allowance

AUSTRALIAN TAXATION OFFICE | Tax file number declaration (Peter Parker-test) Select ‘Yes’ if you have a ngher Education Loan

Program (HELP), VET Student Loan (VSL), Financial
Supplement (FS), Student Start-up Loan (SSL) or
E'm;mm::fr"s“f“s“.ﬂ::;'s“é’““‘ﬁs“&‘:‘fé;‘ﬂ;!fl:.“#:::é":&?«%  SELECT ~ Trade Support Loan (TSL) debt

New Employee Step

(TSL) debt?

If Yos your payer wil withhold additional amounts to cover any compulsory repayment that may be raised on your notice of assessment

If you do not have one of the above, just select ‘No’.

Page 8 of 25 GrainCorp
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Tax details (New Zealand)
Complete the Tax Code Declaration for the New Zealand Tax Office. Enter your IRD number and select your Tax Code.

Tax Code Declaration (Jayne Halloway)

New Employee Step

Please complete the following information regarding your New Zealand Tax Gode Declaration: Note the IRD number has fo have 8/9 digils.
Use this form i you're receiving salary or wages as an employee. If you're a contractor or use a WT tax code, you'll need to use the Tax rale nofification for contractors (IR330C)
form.

‘Your Details
1f you don't know your IRD number or you don't have one, call 0800 549 472.

IRD Number*

Your Tax Code

You must complste a separate tax code declaration (IR 330) for sach source of income. Choose only ONE tax code. If you are unsure of your tax code, sse below for more
information

Tax Code Information Sheet

Tax Code* -—-SELECT--

Cancel Back Next

Tax details (United Kingdom)
Attach the P45 form should you not have this available from your previous employer.
When you do receive your P45 from your current employer, email it to payroll@graincorp.com.au before your first day.

Payroll Information (Selma Blair)

New Employee Step

Work Status

If you’re starting your first job or you're taking on a second job:

‘You won't have form P45 if you're starting your first job or you're taking on a second job. We will need to work out how much tax you should be paying on your salary. Next, we will
ask you to complete a ‘Starter Checklist' to collect the information. The Starter Checklist has questions about any other jobs, benefits or student loans you have. It helps us work out
your correct tax code before your first payday.

If you're not starting your first job and you’re not taking on a second job:

‘You should have received form P45 from your employer when you stopped working for them.

Form P45 shows how much tax you've paid on your salary so far in the tax year (6 April to 5 April).

Do you have form P45?7 Yes

If you attach a scanned copy of your P45, we will include it in your paperwork. If you do not attach your P45 now, you should provide it by your start date.

Page 9 of 25 . Graincorp
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Complete the Starter Checklist by entering your National Insurance Number and selecting the Statement that applies.

Canada Personal Tax Credits Retumn Form TD1 (Louis Theroux)
New Employee Step

Provincial or territorial personal tax credits return

If your claim amount on Line 13 is more than $14.
territory of employment. If you are a pensioner, us
recent provincial or territorial Form TD1 to determil

If you are claiming the basic personal amount only Deduction for living in a prescribed zone

Note: If you are a Saskatchewan resident supporti| q
Personal Tax Credits Return. Therefore, you may If you live in the Northwest Territories, Nunavut, Yul

Canada Personal Tax Credits Return Form TD1 (Louis Theroux)
New Employee Step

<i=northem</i> zone for more than six months in a

Canada Personal Tax Credits Return Form TD1 (Louis Theroux)
can claim any of the following:

New Employee Step

« $11.00 for each day that you live in the presc|
« $22.00 for each day that you live in the presd] 2
who is claiming this deduction Additional tax to be deducted

2
For more information, go to canada.caftaxes-northel  You may want to have more tax deducted from each payment, especially if you receive
ather income, including non-employment income such as CPP or QPP benefits, or old
age security pension. By doing this, you may not have to pay as much tax when you file
your income tax and benefit return. To choose this option, state the amount of additional
tax you want to have deducted from each payment. To change this deduction later, fill out
anew Form TD1.

Reduction in tax deductions

You can ask to have less tax deducted on your income tax and benefit retum if you are eligible for deductions or non-refundable tax credits that are not listed on this form (for
example, periodic contributions to a registered refirement savings plan (RRSP), child care or employment expenses, charitable donations, and tuition and education amounts carried
forward from the previous year). To make this request, fll out Form T1213, Request to Reduce Tax Deductions at Source. fo get a lefter of authority from  your ax services ofice

Give the letter of authority to your employer or payer. You do not need a letter of authority if your employer deducts RRSP contributions from your salary.

Tax details (Canada)

Complete the federal and relevant provincial tax forms.

Canada Personal Tax Credits Return Form TD1 (Louis Theroux)
New Employee Step

Fill out this form of
« youhave a
« youwanttol
« you wanttol
« youwanttol
Sign and date it o

If you do not fill oyl

More than one

[ Ifyouha
claim them again)
notfillin Lines 2

Total income le:

[ Check this
tax from your earn}

Filling out Form TD1

Canada Personal Tax Credits Return Form TD1 (Louis Theroux)

New Employee Step

Non-residents (Only fill in if you are a non-resident of Canada.

A3 a nan-resident of C4
1 es (Fill out the

] No (Enter "0" on|

If you are unsure of yo

For non-residents only

Canada Personal Tax Credits Return Form TD1 (Louis Theroux)
New Employee Step

Canada Personal Tax Credits Retumn Form TD1 (Louis Theroux)
New Employee Step

1. Basic personal amount]

Every resident of Canada can
income tax 2nd benefit 2um 9 Provincial or territorial personal tax credits return

TO1-WS, Workshest for the 2

Canada Personal Tax Credits Return Form TD1 (Louis Theroux)
1f your claim amount on LJFTH oyee

territory of employment. I Eployes it

Your emgloyer or sayerwil us{  recent provincial or territ)

13. TOTAL CLAIM AMOU|

i Deduction for living in a prescribed zone
f you are claiming the ba

Note: f you are a Saskat{ ! you live in the Northwest Canada Personal Tax Credits Retumn Form TD1 (Louis Theroux)

ol <i=northem <> zone for md
Personal Tax Credits Ret|  n claim any of te folow =l A L CEE L

« $11.00 for each day =
- $22.00 for each day | Additional tax to be deducted
who is claiming this

Employees living in a presq]

For more fommaton, gote| YU may wantto have more tax deducted from each payment,cspecily i you receive

er income, including non-employment income such as CPP or QPP benefits, or old
age security pension. By doing this, you may not have to pay as much tax when you file
your income tax and benefit retur. To choose this option, state the amount of additional
fax you want to have deducted from each payment. To change this deduction later, fil out
anew Form TD1.

Reduction in tax deductions

You can ask to have less tax deducted on your income tax and benefit retumn if you are eligible for deductions or non-refundable tax credits that are not listed on this form (for
example, periodic contributions to a registered retirement savings plan (RRSP), child care or employment expenses, charitable donations, and tuition and education amounts carried

Page 10 of 25

forward from the previous year). To make this request. fill out Form T1213, Request to Reduce Tax Deductions at Source, to get a letter of authority from your tax services office.
Give the letter of authority to your employer or payer. You do not need a letter of authority if your employer deducts RRSP contributions from your salary.
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Superannuation (Australia)

Complete Superannuation details.

If choosing your own nominated super fund, select the first option ‘The APRA fund or retirement savings account
(RSA) | nominate’. This selection allows you to nominate your own choice of industry super fund.

If choosing the employer nominated superannuation fund, a link is available with details of the fund.

AUSTRALIAN TAXATION OFFICE | Superannuation standard choice form (Peter Parker-test)
New Employee Step

Use this form to advise an employer of your choice of supes fund

You must provide the required information so your employer can make contributions to your nominated super fund

AUSTRALIAN TAXATION OFFICE | Superannuation standard choice form (Peter Parker-test)
New Employee Step

Choice of superannuation (super) fund

| request that all my future super contributions be paid to
() The APRA fund or retirement savings account (RSA) | nominate
() The self-managed super fund (SMSF) | nominate
() The super fund nominated by my employer

The super fund nominated by your employer is:
Super fund name: LUCRF Pty Ltd

Website address: www.lucrf.com.au

Emergency Contact Details
Provide at least one (1) emergency contact.

Emergency Contact (Peter Parker-test)
New Employee Step

*Name: Mary Jane Watson
*Relationship: Other
*Phone 04800800800
*Is Primary Emergency Contact? Yes
| Delete
Do you need to add Contact ) Yes ® No
o || v
ow Onboarding version informatio =
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Working Rights
Review and complete the working rights information. If this screen displays details of the right to work document you’ve

previously provided, then check that the information is correct and select ‘Next'.

Working Rights Information (Peter Parker-test)

New Employee Step

Please complete the section below with details of the right to work document you've provided us previously. If this section has already been completed, then please check that the

information is correct and continue.

*Country: --SELECT--
Select the country where the job is located, NOT the country for your document.

*Document Type: --SELECT--

*Document Number:

Note: if you selected visa for document type above, then please enter your passport number here.

Visa Type NA

Visa Subclass

*Issue Date: dd/MM/yyyy

Expiry Date: dd/MMlyyyy

Note: if you selected visa for document type above, then please enter the expiry date of your visa here.

Policies, Procedures & Forms
Download and read each of the policies, procedures and forms. Once you’ve read the documents, select the
acknowledgement checkbox. Forms (where relevant) are emailed to peoplehubservices@graincorp.com.au

Policies, Procedures and Forms (Peter Parker-test)
New Employee Step

! Computer Policy

Fair Work Information Statement

[¥| Share Trading Policy

Drug and Alcohol Management Procedure

[¥] LUCRF - Corporate Superannuation Plan Guide

EBA - NSW Country Operations (AWU) 2016 Casual Wages Schedule
[¥! EBA-NSW Country Operations (AWU) 2016

EBA - NSW Country Operations (AWU) 2016 Undertakings

* acknowledge that | have read and agree to comply with these policies and procedures

how Onboarding version information|
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Review and Approve

Complete a final review of the information you have entered and edit any information that is incorrect.
Select ‘Finish’ to submit.

Verity Name

First Given Name Peter

Title Mr

Close

Please review the data you have entered. If any information is incorrect simply click on the incorrect data. A wizard screen will pop up, where
you can correct the data. Once corrected, click 'Finish' on the pop-up to return to the Review and Approval page.

Sumame Family Name Parker-teq

Other Given Names

you can correct the data. Once corrected, click 'Finish’ on the pop-up to return to the Review and Approval page.

Please review the data you have entered. If any information is incorrect simply click on the incorrect data. A wizard screen will pop up, where

AUSTRALIAN TAXATION OFFICE | Tax f{ Review and Approve - New Employee Step << Back Next >>

AUSTRALIAN TAXATION OFFICE | m'l Review and Approve - New Employee Step
lam An Australian resident for ta

AUSTRALIAN TAXATION OFFICE | Tax f|

Sign Forms

Do you want to claim the tax-free tf
total income from all sources for th}

AUSTRALIAN TAXATION OFFICE | Superannuation standard choice form
AUSTRALIAN TAXATION OFFICE | Tax f|

| request that all my future super contributions be paid to: EmployerFund
Close

Please review the data you have entered. If any information is incorrect simply click on the incorrect data. A wizard screen will pop up, where
you can correct the data. Once corrected, click 'Finish' on the pop-up to return to the Review and Approval page.

<< Back Finish

oo [N

Click the ‘Sign Forms’ button to commence the digital signature process.

Congratulations! You have completed the first step.

Click the "Sign Forms™ button if you would like to sign the employee forms now.

Set up an electronic signature. Select the agreement checkbox to use the electronic signature technology, then set up a
password and security question.

The signature step password does not have to match your PeopleHub login password.
Enter a password, then click ‘Submit’ The password requirements here are:

Page 13 of 25

Password length is a minimum of 8 characters
Requires 1 lowercase character in the password.

Electronic 5|gnaiure §tep for Peter Parker-Test

to the ic sig) step. In this step, you will sign all of your pap . Please ge your ag to use
signature technology by clicking the agreement below.
g to Use ic Click Si to Sign

I, Peter Parker-test, agree to sign these electronic PDF documents using "click” signature technology. | understand that a record of each document and my
signing of it will be stored in electronic code. | intend both the signature | inscribe with the “click" signature technology and the electronic record of it to be my

legal signature to the document. | confirm that the document is "written” or "in writing” and that any accurate record of the document is an original of the
document

Enter the and its ion (if

and click "Submit". The list of documents you need to sign will be displayed. Click the "Click
to Sign" button to place your ic sig| on the A tick will appear next to the form you have electronically signed. Each form
will be automatically presented for your review and signature.
User Name [30739. | Password  [sereeeees ]
Pin Code  [xxx-xx- |

Confirmation [ ssesssses |

Security Question Favourite Pet
Security Answer | |

Remember sacurity answer s cass senstive,

. GrainCorp
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The list of documents to sign will automatically appear. These are:
Australia Tax File Number Declaration form (Australian Employees) and
Superannuation Standard Choice form (Australian Employees)

Tax Code Declaration (New Zealand employees)
Federal and provincial tax declarations (Canada)
Starter Checklist (United Kingdom employees)

Select the ‘Click to Sign’ button to sign the forms.

Need help signing your forms? Click here for instructions.

fEnglish (Unsted Kingdom) ]

Tax file number declaration

Australia Tax File Number

© Ths decaraton is NOTEmpioyees FormsComect Data
Superannuation Standard Choice To be signed by the PAY1

Declaration

Need help signing your forms? Click here for instructions.
L

fengtioh (Uniiod King

Read al the instructions p)

Payer [GrainGorp perat| <

1 Whatis yourtaxfil 5usiralia Tax File Number

2 Whatis your namel” peciaration
o e Superannuation Standard
Choice

3 ! Australian Government
=R 57 Australian

For use by employers when offering empioyees a choics of fund
and by employees 10 advise thex employer of their chosen fund

Superannuation
Standard choice form

Peter
3 What is your home,
100 Arthur Street

5 Whatis your primal

{shanna shwai@omal
6 Whatis your date d
7 On what basis are

E

Section A: Employee to complete
1 Choice of superannuation (super) fund

2 Your details

1 request that all my future super contributions be paid to: (plsce an 7] in ane of the boxes beiow)
The APRA fund or retrement savings account (RSA) | nominate [_]) Complete tems 2, 3and 5
The seft-managed super fund (SMSF) | nominate |_]) Complete tems 2, 4 and 5

Tha super fund nominated by my empioyer (n section B) [X) Complete tems 2 and 5

Name [Peter Parker-test ]

Employee derttaton numoor ¢ appicaviel [T T I CICICICIC)
o e [Js]e]

@ You 0o ot heve 1 cuoke your TFN but Hyou o ik provde R, your coniiiulons mey be taied e & Higher rale
Your TFN aiso helps you keep track of your super and aliows you to make personal contributions to your fund.

Nominating your APRA fund or RSA
You wil need current details from your APRA regulated fund or RSA to complete this item.

rearen [ [0 (000 OO0

Fund name

Fund address

[ ]

Souromn

Saowmay | Postcoss

 Onb 1 '

You can select ‘Print’ to print your documents and clicking on ‘Submit All Documents’.

All your forms have been signed. Documents are ready to be printed and submitted. Select "Print” to print your documents. Then click “Subm
uments" to complete the process.

Print Package

Tax file number declaration

@ Ths declaration is NOT an appiication for a tax fie numbe.

To be signed by the PAYEE and returned to the PAYER

= Read ail the instructions provided by the payer before you complete this declaration.

[~ =]

Payer | GrainCorp Operations Limited

| ABN (or WPN) (52003875401

1 Whatis your tax file number (TFN)? (123456789

2 Whatis your name?

rew. s [i] wan ] s [ ] o] ove|

Sumame or iy rame

[Parker-test

Frst gren reme

[Peter

What is your home address in Australia?

[100 Arthur Street

S
[North s,

1f you have changed your name since you last dealt with the ATO, show your previous name details.
s o e

[Show Onboardin

You know the Complete Paperwork process has been completed when you see this screen.

Congratulations! You have completed the first step.

You May FELUM to yOUr NOME SCTEEN by USIRG the NAVIGaLion MENU Above.

)

>
' G .
‘< Search for actions or peo... : @

To-Do

®
o

Navigate to the Homepage, select the To-Do icon to see that you are up

to date.

Page 14 of 25

You are up to date!
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Harvest Casuals Learning
Complete Learning Modules

On the homepage, navigate to the ‘For You Today’ section and there will be a
) ) ‘Learning Assignments’ card. On the card, click “View All” to view all learning
@ ez s that is due within the next 30 days.

Online All courses are required to be completed prior to your start date. If you don'’t
Code of Conduct complete your learning before your start date, you won’t be able to

commence work.
3 days overdue

View Details If you don’t see your ‘Learning Assignments’ card when you first log in,
please note that learning modules are automatically allocated and refreshed

through-out the day (8.00am, 11:00am, 2pm, 5pm and 8pm), so please check
in again later.

Click on a course card to launch the online module. To ensure a smooth learning experience, we recommend you:
= Launch the course in Google Chrome
= Clear browser cookies and cache. Click here for instructions on clearing cache and cookies.

Once you have completed the module, it is important to select ‘Return to Content Structure’ to ensure your
Learning module is recognised as being completed.

Learning Assignments (5) X
@ Learning Assignments @ Learning Assignments @ Learning Assignments
Online Online Online
Code of Conduct Global Safety Induction Manual Handling Awareness Module
3 days overdue 3 days overdue 3 days overdue
View Details View Details View Details
@ Learning Assignments ﬁ] Learning Assignments
Online Online
Hazardous Substances Preventing Workplace Harassment &
3 days overdue Bullying
3 days overdue
View Details 2o oo
View Details

Quick Actions )
You can also track the progress of your learning
5. ﬁl by accessing your Learning dashboard.
e From your PeopleHub homepage, select the ‘My
Learning’ card under the ‘Quick Actions’ section.
My Learning
My Learning Assignments IZE Ve My Curricula
Keyword . Courss namoorD || Select Al | mTTTS—— E—— The ‘My Learning Assignments’ dashboard
* DUE WITHIN A WEEK ’ displays all your assigned learning activities and
m.z s cousses| | allows you to start courses, track courses that
X Z? Bunker High Risk Operations History Links are In progress and view a hlStOfy of your
B el 0 @ =~ completed learning.
o News
28/6/2020 | REQUIRED START COURSE recently added
N Code of Conduct i =
E_LEARNING TESTCODE
B Part of Harvest Casuals Compliance Training PeopleHub Learning Materials
;/, ~ ‘_a 5 = Click here to access helpful guides and videos on how
® ' p/2 3 N Grains Country Operations (Harvest Casuals) Nt i i
E_LEARNING TESTGRAINS ‘PeopleHub Learning materials and FAQs
M Part of Harvest Casuals Compliance Tralning
28/6/2020 | REQUIRED START COURSE Find Leaming
Manual Handling Awareness Module i
E_LEARNING IT069.1 What do you want to LEARN today? ﬂ
I Part of Harvest Casuals Compliance Training I ——
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Mobile Learning — Using a Mobile App

You can also access your learning via other devices if that’s better for you. Learning can also be accessed by using the
SAP SuccessFactors mobile app and you’ll also need access to a computer to enable the app using a QR Code.

932 @ N B0 69%8
¢ Q
= SuccessFactors

M) Open Google Play (Android device) or the App Store (I0S
Uninstal [ open ] SAP SuccessFactorsO device). Search for ‘SuccessFactors’.

What's new * § Enteryourcompanyiname SrURL Select SuccessFactors (Do not use Learning By
S SuccessFactors). Select ‘Install’ and then click
Various Bug Fixes LOG IN WITH QR CODE Open

Rate this app

Tell others what you think

1~ S A GHES * GRS A G A

Write a review

Click ‘Log in with QR code’. Allow SuccessFactors
to access your camera.

Developer contact v

Join the beta

Try new features before they're officially
released and give your feedback to the
developer. v

Join Learn more

Il O <

Go to your computer and login to PeopleHub.

| Beth Roy

|@ Settings l

i Show version information

From the PeopleHub homepage, at the top
right screen, click on profile photo and then
select ‘Settings’ from the dropdown.

(H Logout

Quick Actions

X

Settings
Start Page
‘ H ) ‘ P
From the ‘Settings’ screen, select ‘Mobile Sub Tab Configuration —_
from the menu panel on the left. Notfcations
Ct L:
nange Langusee SuccessFactors Mobile
. ‘ H H ] Compensation Number Format [ | ] Be more engaged, productive and smarter about
CI'Ck on ACt'Vate via camera . ) X \ /7 the way you work within your company. Download GETITON
Accessibility Settings A 4 the SuccessFactors Mobile app and extend your HR P> Google Play
P experience.
roxy
Groups Send Setup Instructions Manage Devices 2 Download on the

Privacy Statements |

Scan QR Code
Using the camera on your mobile device, scan the QR code below. The code will expire in 30 seconds

A QR code will appear on your
computer screen. Use the camera on
your mobile device to scan the
displayed QR code on the desktop. 00:29

SpeondsRemiining
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From the SuccessFactors app, click ‘My «! Belong = 8:50 am 90% m
Courses’ to access your online learning. { Home Learning Assignments Filter
: ‘ ’ . Due lat
Click on ‘Launch’ to start the online course. ikl
% Anti Bribery and Corruption
Z&S  (English)
Online Course
Mobile Enabled Content
Good afternoon! Launch
Code of Conduct
Online Course
Mobile Enabled Content
Request My Courses | View Saved Launch
Time Off Cards
Company Orientation
Onboarding GranCorp Online Course

Mobile Enabled Content

Launch

Global Safety Induction
Online Course
Mobile Enabled Content

Launch

6 B a g =

Home Goals
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Mobile Learning — Using your Mobile Browser
Online modules can also be accessed using your mobile browser.

If you are using an iOS device, ensure the following settings are applied to your device and

Safari.

From your device, go to ‘Settings’ and locate the Safari app.

Turn off ‘Prevent Cross-Site Tracking’ and ‘Block All Cookies’ settings.

9:34 9:35
< B e kA
Welcome to GrainCorp »  inbox
@‘ﬂ\ PeopleHub Support 26 May .
tome v
T3
Hi Peter Parker-test
on pling your offer of with

GrainCorp!

The next (and final) step in our process is to complete your
setup as a new employee in PeopleHub, our dedicated people
management system. We'll be asking you for some important
information to enable your 3¢cess to our systems, get you paid
on time and much more.

1ts important that you complete this step within the next five
(5) days or let us know If you expect there to be a delay.

Please log in to begin using SuccessFactors for
graincorpoT3, or you can enter a different

1. To get started, you'll need 1o visit PeopleHub and reset your
password for the first time with your new username (30739). ID. Both your andp
are case-sensitive.

Set Password Here
2. Follow this link 10 login 1o PeopleMub and complete the new

p (access to a computer is required) 8 30730 ®
'We ook forward 1o you sharing your passion, growing your f ........ "l @
potential and being part of our worldwide team

GrainCorp Talent Acquisition

SAP SuccessFactors ()

i

@]
A

Locate the ‘Learning Assighments’ card in the For
You Today section and click ‘View All’ to view

assigned learning modules.

Click on the course card to start the course.

Page 18 of 25

Go to your mobile phone and from
your email app, locate the
PeopleHub Welcome email and
select ‘Access your Account’.

Log in using your 5-digit username
and password.

< Settings
TABS
Show Tab Bar
L
Show Icons in Tabs
Open Links

Close Tabs Manually

Safari

| | Prevent Cross-Site Tracking

Block All Cookies

Fraudulent Website Warning
Privacy Preserving Ad Measurement

Check for Apple Pay

For You Today

ﬁl Learning Assignments

Online
Code of Conduct

3 days overdue

View Details

View All

Sob 2
g Time for a break?

You have not taken any holiday.
You do not currently have any holiday planned.

Craata Ahcanca

< M

Page Zoom
ul Belong & 2:48 pm 82% Wm) ul Belong & 2:48 pm 82% Wm)
Done @ r10.successfactors.com A C Done @ r10.successfactors.com AA C,
8 s
v 24 - & Learning Assignments (5)

AN

ﬁl Learning Assignments

Online
Code of Conduct

3 days overdue

View Details

ﬁ' Learning Assignments

Online
Global Safety Induction

3 days overdue

View Details

G

. GrainCorp
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Frequently Asked Questions - Onboarding

| can’t login to PeopleHub
This resolution depends on where you are in our onboarding process:

Issue Comment/Recommendation

I am logging in after my Hire Date On your Hire Date, your employee PeopleHub profile becomes active.

A new username and password have been generated and is with
your manager.

You won't be able to access PeopleHub, please contact your manager
for your new username and password.

Once you have received these credentials, see Logging into
PeopleHub remotely after your Hire Date

| enter my email address and it is Please email peoplehubservices@graincorp.com.au with your
replaced with a number (Employee ID) Employee ID and full name in the subject line. We will contact you to
however the password reset won’t work? reset your password.

I have reset my password but still cannot Please email peoplehubservices@graincorp.com.au with your
login to complete the online paperwork  Employee ID and full name in the subject line. We will resolve the issue
due to an “Invalid Manager” error and contact you directly.

| can’t login to PeopleHub using a GrainCorp computer

Prior to your Hire Date, you will not be able to access the GrainCorp network or computers. If you are required to use
a GrainCorp computer to complete your online paperwork or Harvest Learning before your Hire date, please follow the
steps below.

1 From the Google Chrome browser, open a “New Incognito Window”.

= x

¥r Bl :
MNew tab Ctrl+T
| Mew window Ctrl+N
5| New incognito window Ctrl+Shift+N

2 Copy and paste this link into the URL search bar -
https://performancemanager10.successfactors.com/sf/start? _s.crb=NJdQbfthniaFJpNgsMpVOnu27NI1%253d#/| ogin

Enter GraincorpProd into the Company ID field (case sensitive).

4 Login with your five-digit username and password (check your emails).

How do | know if all my new starter paperwork is completed?

Once you have signed and submitted your documents, you

. . ;i Congratulations! You have completed the first step.
will be presentedwith this screen.

Navigate to the Homepage, select the To-Do icon to see

thatyOU are Up to date- You may return to your home screen by using the navigation menu above.

X Search for actions or peo... @ A 9

To-Do

You are up to date!
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| made a mistake on my tax, superannuation or pension form
This resolution depends on where you are in our onboarding process:

Issue Comment/Recommended Change

I have not completed the digital signature To edit the form within the signature step, select Correct Data (located

step above “Click to Sign”). Click on the section that requires editing and
update.

I have already submitted my online Download the correct form from the relevant government website,

paperwork complete and email to payroll@graincorp.com.au with your employee 1D

and full name in the subject line.

| forgot my signature step password
The signature step password is a one-time password that is created by you. If you have forgotten this password, please

email peoplehubservices@graincorp.com.au with your full name and Employee ID in the subject line.

| have received two of the same email with different Employee IDs
If you have worked for GrainCorp before you will receive two of the same email with different Employee IDs.

The first email is for you to login and complete your online paperwork or Harvest Learning and using the
temporaryEmployee ID provided.

Once your online paperwork is received and you are onboarded into our systems, you will receive the same email with
your former Employee ID.

My personal details have changed before my first day with GrainCorp
Issue Comment/Recommended Change

| have already completed my online You will need to update any personal details yourself on or after your
paperwork Hire Date.

On your Hire Date, a new username is generated and is with your
manager.

Contact your manager for the new username and password to login to
PeopleHub.

| want to change my nominated superannuation fund (Australian employees

Issue Comment/Recommended Change
| have not completed the digital To edit the form within the signature step, select Correct Data (located
signaturestep above “Click to Sign”).Click the Next icon twice to see the details of the

Superannuation form. Select “The super fund nominated by my
employer” and update.

I have completedmy online paperwork Download the correct form from the relevant government website,
complete and email topayroll@graincorp.com.au with your employee 1D
and full name in the subject line.

H H H User A t Created: AlanJ
Logging into PeopleHub remotely after your Hire Date | ¢ "coum =reated: Aan-ones
@ SuccessFactors Admin §3 Rebly | #5iRebTAN | SiFwand
To @ Cindie Di Sun Wed 9/09/2020 9:27 AM|
To get started, you will need access to your GrainCorp o
. . ear Manager,
netWO rk accou nt Cred e ntlals . Th IS can be dO ne: |A New Network Account for Alan Jones has been successfully created.
= OffSIte - YOUI’ manager may Send your com puter Please provide your staff member with their login details as follows (password is case sensitive):
user login credentials to you by email. ——————
= On a GrainCorp site — Visiting a GrainCorp site ikl e
where your manager will prov|de you with your lote: You will so0n receive an email from the 'Ser’vice DesK titled ‘Account Created for ‘New Starter'. This notification contains a
. . link - ‘Make a Request’ which will take you to the ‘ServiceNow’ portal where you will need to request access to various services,
com p uter user |Og 18] Crede nt|a|s . including enabling the email address, software and hardware for your new starter. Please allow up to 5 days for all requests to be
rovisioned.
:egards,

Page 20 of 25 GrainCorp


mailto:payroll@graincorp.com.au
mailto:peoplehubservices@graincorp.com.au
mailto:payroll@graincorp.com.au

PeopleHub User Guide

Once you receive your GrainCorp computer user login credentials to access the GrainCorp network from your
supervisor, using your own computer or device, go to graincorp.sharepoint.com/sites/jumbunna2

Important: For a better user experience and to ensure that learning modules you complete are captured in the system, it is
recommended to use the Google Chrome browser.

@ GrainCorp
Sign in

Nora.CowIey@graincorp‘com.ad

Can't access your account?

Sign-in options

Back

You will be directed to the GrainCorp sign in page to allow you to log
into the GrainCorp network.

Enter your username (Computer User Login) provided in the email
received from your GrainCorp manager.

-—-Original Message--——

From: SuccessFactors Admin <successfactors.admin@graincorp.com.au>
Sent: Thursday, 17 September 2020 4:12 PM

To: Cindie Di Sun <cdisun@graincorp.com.au>

Subject: User Account Created: Nora Cowley

Dear Manager,
A New Network Account for Nora Cowley has been successfully created.

Please provide your staff member with their login details as follows (password is case sensitive):

Computer User Login-§ Nora.Cowley@graincorp.com.au

O nce your username haS been ente red y se | ect including enabling the email address, software and hardware for your new starter. Please allow up to 5 days for all requests to be

‘Next'.

Initial Password ->

Note: You will soon receive an email from the ‘Service Desk’ titled ‘Account Created for ‘New Starter’. This notification contains a
link - ‘Make a Request’ which will take you to the ‘ServiceNow” portal where you will need to request access to various services,

provisioned.
Regards,

@ GrainCorp

Enter password

€ nora.cowley@graincorp.com.au

Forgot my password

Enter the ‘Initial Password’ provided in the email received from your
manager. Once the initial password has been entered, select ‘Sign

n.

-—--Original Message--—-—

From: SuccessFactors Admin <successfactors.admin@graincorp.com.au>
Sent: Thursday, 17 September 2020 4:12 PM

To: Cindie Di Sun <cdisun@graincorp.com.au>
Subject: User Account Created: Nora Cowley

Dear Manager,
A New Network Account for Nora Cowley has been successfully created.

Please provide your staff member with their login details as follows (password is case sensitive):

Computer User Login->_Nora Cowlev@grai

Initial Password -> i07TtM3&

Note: You will soon receive an email from the ‘Service Desk’ titled ‘Account Created for ‘New Starter’. This notification contains a

link - ‘Make a Request’ which will take you to the ‘ServiceNow’ portal where you will need to request access to various services,
including enabling the email address, software and hardware for your new starter. Please allow up to 5 days for all requests to be

@ GrainCorp

nora.cowley@graincorp.com.au

passwaord has expired.

rsnsaass

Update your password

You need to update your password because this is
the first time you are signing in, or because your

Sign in

Page 21 of 25

provisioned.
Regards,

You will be prompted to change your password to a new password.

Ensure that your new password meets the following minimum
requirements:
= Should not contain the user's account name or parts of the user's full
name
= Be at least eight characters in length
= Contain characters from three of the following four categories:
1. English uppercase characters (A through 2)
2. English lowercase characters (a through z)
3. A digit (0 through 9)
4. Non-alphabetic characters
(~@#$%"&*_-+="|\({}[]:;"<>,.?))

Once you have changed your password, select ‘Sign in’.

. GrainCorp
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@ GrainCorp

nora.cowley@graincorp.com.au
Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

[[] Don't show this again

-

Select “Yes’ to stay signed in.

You will be directed to the GrainCorp
Intranet page (Jumbunna).

Select the ‘PeopleHub’ tile.

@ GrainCorp

ﬁ’ Jumbunna  colzboration Sites

Workplace

Safety, Health &
Environment

COVID-19 Information

Select the ‘Login to PeopleHub’ tile to access the system. You will be directed to the People Hub home page.

PeopleHub Support

Here you will find range of instructional videos and reference guides to help yo!

—

Login to PeopleHub Self Service

PeopleHub is our people system which delivers a centralised place for Onboarding, Employee and Manager Self Service, Learning and Performance & Goals.

u navigate PeopleHub.

Performance

Quick Actions

Organisational Updates

View My Pending Requests

PeopleHub Resources

Syv——— P )
b 2

3
{éood"éﬁem ll
L .- ‘ -'

‘.

m

s Access
| ‘\! Puople/in Foous
Employee Benefits Employee Assistance Program COVID-18 Vaccine Status

Add Vaccination Status on your Profile
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Frequently Asked Questions — Harvest Learning

| worked for GrainCorp previously, do | have to redo the learning?
Yes! Each year we improve the way we work and it is important that you are familiar with the changes.

| have accessed PeopleHub but there are no learning modules to complete?
Learning modules are only available for Harvest Casuals to complete prior to their Hire date. For all other employees,
learning modules will be available on Day 1 of employment.

Learning modules are automatically allocated and refreshed through-out the day (8am, 11am, 2pm, 5pm and 8pm), so
please check in again later.

| have completed my learning modules with an Employee ID but | have now received an email containing my
former Employee ID. Will | need to complete the modules again?

Any learning modules that were completed using your ‘temporary’ Employee ID will be automatically merged into your
PeopleHub account containing your former Employee ID.

| have not completed all learning modules prior to my nominated Hire Date
Follow the prompts within the second email that contains your former Employee ID to reset your password. Once
your password has been reset, you will be able to login to complete the remaining learning modules.

| have not completed all learning modules and | have past my nominated Hire Date
A new username has been generated and is with your manager. You won’t be able to access PeopleHub,
please contact your manager for the new username and password.

How do | know if I have completed all necessary learning?
Logging in via Desktop: From the PeopleHub main menu, select Learning to view the ‘My Learning
Assignments’dashboard. If you are all up to date, there will not be any courses listed.

Logging in via SuccessFactors mobile app: Select ‘My Courses’ on the homepage. The screen will show
anyoutstanding courses. If you are up to date, the screen will show you are up to date.

Learning modules will not load or keeps freezing when | try to complete them?
You can also access your learning via mobile devices and tablets using the SuccessFactors app. If you are using a
desktop, ensure you are using Google Chrome and follow these tips to set yourself up for a smooth learning
experience:
= Restart your device
= From your Google Chrome browser, clear cache and cookies
2. On your computer, open Chrome.
3. At the top right, click More : (symbol is 3 vertical dots)
4. Click More tools and then Clear browsing data.
5. At the top, choose a time range. To delete everything, select All time.
6. Nextto "Cookies and other site data" and "Cached images and files," check the boxes.
. Click Clear data.
= Launch modules in Google Chrome.

\l .
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The system has not captured that | completed my learning modules?

RESOURCES

g GrainCorp  Acceptable Workplace Behaviours

® 0 ©

Sound check Resources Navigation

Click on the resources link on the
top right ¢ hul

> &

Acceptable Workplace Behaviours [Harvest Casuals]

It is important to use Google Chrome when
completing modules, as other browsers are not
consistent with capturing completion results in
the system.

When you launch a module, this will open
within the system.

If the system browser tab is closed, refreshed,
or navigated away from before you complete the
course, this will not save your progress or
results.

| have completed my modules multiple times and the system shows that | must do them again?

4\ Confirmation The system will automatically allocate your required

learning modules. If you are accessing a module that

The course was completed on 7/3/2022. Do you want to launch the content again? you have already completed a warning prompt will
appear. Select ‘No’ to avoid reassigning the module to
Yes | | No your learning plan.

5 Congratulations You successiuly completed tis course on 7132022

When you complete an online module, it will take you to
a window advising that the content has ended.

We encourage you to select the ‘My Learning’ link or home
button found in the top left-hand of your screen, to go back
and view any remaining allocated learning.

PeopleHub [#] wmne ~

My Learning

Acceptable Workplace Behaviours

The conlent has ended. You may close this window.

[Harvest Casuals]

Quick Actions

&

Org Chart Reminders
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If you have self-assigned a module that you have
already completed, go to your home page, and
select ‘My Learning’. This will take you to your ‘My
Learning Assignments’ dashboard

GrainCorp
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Find the module in your allocated learning.

Select the down arrow in the ‘Start or
Continue Course’ button, then click

‘Remove’.
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My Learning Assignments.
Keywmd' Course name or ID | Select All =
~ DUE LATER
12/5/2022 | REQUIRED
@ Company Orientation

GrainCorp

v DUE ANYTIME

-

E_LEARNING ALLODOLT18

'V Fitter

All Assignment Types  ~

CONTINUE COURSE>

CONTINUE COURSE |

Acceptable Workplace Behaviour:

Remove ‘

Casuals]
E_LEARNING ALLHROLT3534

Harvest Weighbridge Operators

E_LEARNING GNCOPSOLT3561

START COURSE |+

START COURSE |

Safety, Health and Environment Induction [Harvest

Cacnalel

My Curricula

. W Due Later (8)

Learning History

View All

MOST RECENTLY ADDED

& § Safety, Health and
Environment Inductic.‘.O

Acceptable Workplace
" Behaviours [Harvest ...

Find Learning

‘What do you want o LEARN today? m

Browse all courses >

. GrainCorp
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Contact Us
If you have any questions or need assistance, you can contact GrainCorp Human Resources.

Harvest Casuals

Your GrainCorp Site Manager will be in touch with you directly regarding your start date. Human Resources are unableto
confirm your start date or related details.

I’m a Harvest Casual and have decided not to work for GrainCorp this harvest
If you're having second thoughts, please contact harvestrecruitment@graincorp.com.au

Telephone: 1800GrainCorp | International: +61 1800 472 462 (Select Option 2)
Email: peoplehubservices@graincorp.com.au
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GrainCorp Operations Limited T: 1800GrainCorp |

Level 28, 175 Liverpool Street International: +61 1800 472 462
Sydney NSW 2000 F: 02 9325 9180

ABN 52 003 875 401 E: peoplehubservices@graincorp.com.au

GrainCorp

graincorp.com.au
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