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Employee Savings Instructions 

Website: https://timesheet.shadcivil.com.au:4490/Account 

 

Login as per normal: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once logged in, screen will look like below (wages): 

 

  

https://timesheet.shadcivil.com.au:4490/Account
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Employee Savings Instructions 

To deposit or withdraw money from your savings: 

1. Enter your hours worked as per normal including the job and phase codes 

2. Add another line 

3. Earncode Box – select “143 Employee Savings Deposit” or “144 Employee Savings Withdrawal” 

 

 

 

4. Once selected there will be the below error that comes up, you can ignore this 

 

 
 

5. In the next box, type in the $ amount of money you want withheld from your pay, or released from your 
savings (this is an after-tax amount)
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Employee Savings Instructions 

6. In the top right-hand corner, it will come up ‘Saving Successfully’ 

 

Things to Know: 
 We recommend you enter the amount you would like withheld from your pay or released from your savings 

account in your Tuesday timesheet of each week (you can do it on other timesheet entry days, but these 
get locked at midnight each day and no changes will be able to be made after this time)   

 If your timesheet is locked, you will need to contact payroll before they process that week’s pay if it needs 
to be changed 

 Amounts requested to be released from an employee’s savings account will be paid on the Thursday of that 
week’s pay run i.e. next pay run 

 This could assist Shadforth employees with saving for special events, meeting unplanned expenditure or as 
a way of increasing their weekly pay in weeks when their pay is lower (i.e. saving for additional Christmas 
costs or holidays, unexpected car repairs or increasing their pay in wet weeks) 

Payroll Contact Details 

Contact Name Leigh Poppi Direct Phone 07 5458 3316 

Email payroll@shadcivil.com.au Head Office Phone 07 5458 3300 
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