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What do I use KeyPay for? 

• To update your payroll details; bank, superannuation and tax file declaration  

• To view your work schedule / roster 

• To ‘clock in’ and ‘clock out’ of your shifts for payroll (no paper timesheets) 

• To submit any leave requests or unavailability  

 

Step 1 – Complete your Onboarding with KeyPay (Payroll Details)  

You will receive an email from KeyPay to setup your ‘employee file’. If you cannot locate this 

email in your inbox with the subject ‘Login details for KeyPay payroll’, please try checking 

your junkmail. 

 

Step 2 – click on the link to ‘Setup my employee file’ and follow the prompts  

 

 

•  
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Step 2 – How do I get my login details for WorkZone? 

You will receive an email from KeyPay, with the subject ‘Login details for KeyPay’. Please click 

on the link and you will be asked to create a password.  

 

 

 

 

 

 

 

 

 

 

 

 

Step 3 – Download the WorkZone App & logging in  

Please download the WorkZone app from the apple or android app store on your mobile 

phone. You will use the app to view your roster and clock in and out of your shifts. The 

WorkZone app is owned by KeyPay.  When you first login you will be asked to create a pin.  

Email – the email address used for KeyPay 

Password – the password you created for KeyPay 
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How do I view my upcoming shifts? 

You will review your upcoming shifts in the WorkZone app.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

WorkZone Dashboard 

You can view your upcoming 

shifts by clicking ‘next shift’ 

by clicking here 
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Clocking In & Clocking Out of your Shift  

 

This is the place where you will record the start and stop times of your workday. We want 

you to ‘clock in’ and ‘clock out’ at the beginning and end of each day to ensure you are 

paid accurately for the assigned shift and correct job. Please only ‘clock in’ 5 minutes 

before your shift and once you have finished working for the day.  

 

You must also ‘clock in’ & ‘clock out’ when you are having your 30-minute unpaid break.  

 

Below are the steps to be taken for clocking in-out on Kronos: 

1. At the start of your shift press CLOCK IN  

2. You must then select the location (JOB / LOCATION) you would like to ‘clock in’ to. 

Your location should always match your rostered job. 

3. Once you have pressed clock in Lock your phone and continue on with your work 

4. At the end of your shift press the CLOCK OUT button 

 

This will then record your time and automatically update your timesheet for you. 

All upcoming rostered shifts  
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You must select the location 

you would like to clock into. 

This should always match 

your rostered job name 

When you click ‘location’ you 

can easily search for your job 

site name here 
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How do I update my availability? 

We request a minimum of 14 days’ notice for any major changes to your availability. You can 

enter your unavailability directly into KeyPay or email any major changes to 

timesheets@agreenclean.com.au , please see instructions below. Please keep your availability 

as updated as possible so we can call you if we have any additional shifts suitable.  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Add the dates you are 

unavailable to work by  

clicking the +  

Click here 



 

Created: 07.02.21  Page 9 of 11 

C:\Users\User\Green Clean Group\Green Clean Group - IMS\IMS Forms & Templates\Human Resources\KeyPay User Manual – COMMERCIAL (V. 07.02.21).docx 

How do I apply for annual leave? 

To apply for leave from the app, simply click on the 

plus symbol in the top right-hand corner of the 

screen. From here the following details can be 

entered by clicking on each heading: 

• Leave Category – annual leave  

• First day of leave 

• Last day of leave 

• Units (hours) required for the leave 

• Notes – please enter the job site you are applying 

for leave from  

Once the details have been entered, click the 

"Submit" button in the top right-hand corner. 

 

 

 

 

How do I check if annual leave (permanent) or leave without pay (casual) has been 

applied to my shift? 

To check if annual leave has been applied to your shift, please: 

1. View your roster on the WorkZone app 

2. Click into the shift  

3. Click into the shift to view details  

4. Check the work type – if the worktype is ‘Annual Leave’ this means you leave has 

been applied to your shift and you will be paid for these hours. If you are a casual 

employee and it states ‘Leave Without Pay’ you will not be paid for these hours.  

  



 

Created: 07.02.21  Page 10 of 11 

C:\Users\User\Green Clean Group\Green Clean Group - IMS\IMS Forms & Templates\Human Resources\KeyPay User Manual – COMMERCIAL (V. 07.02.21).docx 

 

How do I check if I am required to work on a public holiday? 

To check if you are required to work on a public holiday on your regular rostered shift, 

please follow the steps below -  

1. View your roster on the WorkZone app 

2. Click into the shift  

3. Click into the shift to view details  

4. Check the work type – if the worktype is ‘Public Holiday – Not Worked’ OR ‘Leave 

without Pay’ this means you are not required to work. If you are a permanent fulltime 

or part-time employee you will be paid for this shift if it says ‘Public Holiday Not 

Worked’. Casual staff will see ‘Leave Without Pay’.  
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How do I reset my password? 

If you forget your password, you can reset it by clicking on the "Forgot my Password" button 

that is located on the log in page.  

 

You will then be prompted to enter your email address 

associated with the payroll platform so that a link can be 

emailed to you. You need to click on this link in order to 

reset your password.  

 

 

Note: The system will determine whether the password is strong enough by using a 

password strength estimator, rather than requiring a set number of letter/numbers etc.  

If you have any questions or feedback please let us know 

via timesheets@agreenclean.com.au 

 

mailto:timesheets@agreenclean.com.au

