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Logging In

Using a PC with Internet Explorer 11, login to Staff OnLine with your WesternAccount credentials at
www.westernsydney.edu.au/staffonline. If you only have access to a Mac, please access Staff OnLine via Citrix.
Citrix is available on the University Homepage and instructions on installation can be found here.

Finding the Timesheet Link

From the ‘My Pay’ menu, select “Casual Employment” then “General Timesheet” as displayed below.

r_S'_nTﬁFF .
OnLine

My HR -~ My Pay~ My Requests~- MyCareer Online~- Hel
Payroll Details  ——
Casual Employment > Mileage Claim

Expense Claims » General Timesheet
Role: 03 Casual Professional Timesheet History

Current CEA

mEport | = | = |

Figure 1

The General Timesheet Screen

1. Your details (name, job # and position title) are displayed.
2. Thelink to add a new timesheet. To create a new timesheet click on this link.
3. Links to expand or collapse the existing timesheet options (4, 5 & 6).
4. Expand this link to display casual timesheet(s) that you are working on but are yet to submit.
5. Expand this link to display casual timesheet(s) that you have submitted for approval to your supervisor.
6. Expand this link to display casual timesheet(s) that have been rejected by your supervisor.
,T:I:c;?;. Casual Professional o

General Timesheet

Click here to add a new timeshest -+ e

Existing Timesheets

Expand &ll | Collapse all -4

- Not Submitted (0 timesheets)
- Submitted (Not Approved) (1 imesheet) S

-- Rejected (0 timesheets) -

Figure 2
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Creating a new timesheet

Having clicked on the ‘Click here to add a new timesheet’ link in Step 3, proceed as follows:

1.

Enter a ‘Start Date’ for this timesheet; you cannot enter a timesheet for advance periods. You can enter
the date manually (format DD-MON-YYYY) or you can select a date from the calendar by clicking on
the calendar icon adjacent to the ‘Start Date’ field.

2. Clicking on the ‘Find Employee Jobs’ button will then show you a list of all your current casual jobs for
which you can enter online timesheets. If your casual job is not shown on the list which follows it may
be that your latest casual contract has not yet reached payroll, you should contact your supervisor to
determine where your contract is up to.

3. If you do not want to continue, you can click on the ‘Back to Timesheet List’ link; this will take you back
to the main timesheet screen.

Person:

Job: 03, Casual Professional

General Timesheet o
Add New Timesheet /

Start Date =]

Find Employee Jobs [ S e

Back to Timesheet List s 0

Please ensure you are using a PC with 1IE11

Figure 3

Selecting the job to create a timesheet for

1.

As per the previous step, enter a start date for this new timesheet and then click on the ‘Find Employee
Jobs’ button. A list of jobs is then displayed. If you only have one job as of the start date chosen you will
not see Figure 4, instead you will be taken straight into the timesheet entry screen.

If you have multiple current jobs you will see Figure 4, requiring you to select the relevant job that you
are creating the new timesheet for. Point 2, Figure 4, displays the details of each of your current jobs,
providing you with enough information to determine your job.

The check boxes shown at Figure 4, point 3, allow you to select one or more jobs to create a timesheet
for.

The ‘Select all Jobs’ button will select all jobs to save you having to place a check in each of the check
boxes.

Once you have selected the job(s) that you wish to create a timesheet for you can click the ‘Continue’
button. If you want to deselect all you have done so far just click on the ‘Clear’ button.
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Person:
Job: 03, Casual Professional

General Timesheet

Add New Timeshee

Approval Subject | Employment
g — [ClLevel Status Start Date (End Date Approver

RES-Autl7- Dean's Unit - School of Science and Casual General 5taff -  18-APR-2017 01-0CT-2017 20711.57643.5210.13.31.00 7006014 School Program
BHITD) Health Online Timasheets

92555-2 Dean's Unit - School of Education Casual General Staff -

Online Timesheets
Select all Jobs e
—O0

Figure 4

Administrative Coordinator
19-JUN-2017 15-DEC-2017 20141.83111.5210.16.31.00 SC0005 School Admin Officer
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Filling out your timesheet

1. The information shown at
Par=an
Jobe 03, Ca=usl Professional o

General Timesheet /

Approsesl] Subjeot | Employment
ol el R -~ S T ST

92555-2 Di=an's Uit - School of Education Camunl General Stoff - Online 19-JUN-2017 15-DEC-2017 20141.83111.5210.16.31.00 SCODOS5 School Admin

Timenheets Officer

| Start Date for Timeshest: 01-0CT-2017 ||

r—— —n el =@
Times should be within spproved bandwidth ngl

is 24 hour clock.

HUOUDOOUULE

Mo of Mo of Total | Totsl Cost Hours Submitted Hours

Hours / Units Week= | Hours' Units Amrwcd bart nort yet | Remaining
per Wesk Approved exoluding
this timesheet

03 SAL - Salary Level GDG35 Step 4 577 150002 SEATATO 145.02

58,474.70

Timesheet Summary Details

= Hide Job 03

Imcluding This Timeshest
Owerall Estimate | Owerall Astunlz | Rernainder of Allocated Extimate ‘__—@
| Job Mol Pay Code|Auwvard/Class. /Step Pay Rate [Units|indioative Walee TS TR T T T AT Indicative Value

Totals for Job 03
Timesheest to be spproved b

Add optional comments
for the approver: ‘

5 . BC with (51

2. Figure 5, point 1, below provides the detail of the job you selected in step 5.
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3. The start date you selected for this timesheet is shown at
Persan o
Jobe 03, Camusl Professional

General Timesheet /

Approwal Employment
Sl el N - L ST T

92555-2 De=an's Uinit - School of Educstion Camunl General Staff - Online  19-JUN-2017 15-DEC-2017 20141.83111.5210.16.31.00 SCOD05 School Sdmin
Timzaheats Officer

| Stort Date for Timeshest: 01-0CT-2017 ||

— — @
Time= should be within spproved bandwidth. ngl

is 24 hour clock

Fnizh Time

THHCNM

UUUUU
i
1
)
J00000000C
I
|
|

Mo of Mo of Total | Totsl Cost Hours Submitted Hours

Hours / Units Weeks | Hours" Units Amrwcd bart nort et | Remaining
per Wesk Approved exoluding
this timeshest

03  SAL - Salary Level G035 Step 4 8T 150,02 SBA474.70 145.02

£8,474.70

Timesheet Summary Detsils

= Hide Job 03

Imcheding This Tameshest
BTN Overol Extimote | MOUSRNARRBBIN Remeindes of Alossted Extimate

o Mol ol Clas /S| oy e sfndionive Vel G S T

Totals for Job 03

Timesheet to be approved b

Add optional comments
for the spprover: ‘

E . B with [E1

4. Figure 5, point 2.
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5. The status of your timesheet is shown at
Persan o
Jobe 03, Camusl Professional

General Timesheet /

Approwal Employment
Sl el N - L ST T

92555-2 De=an's Uinit - School of Educstion Camunl General Staff - Online  19-JUN-2017 15-DEC-2017 20141.83111.5210.16.31.00 SCOD05 School Sdmin
Timzaheats Officer

| Stort Date for Timeshest: 01-0CT-2017 ||

— — @
Time= should be within spproved bandwidth. ngl

is 24 hour clock

Fnizh Time

THHCNM

UUUUU
i
1
)
J00000000C
I
|
|

Mo of Mo of Total | Totsl Cost Hours Submitted Hours

Hours / Units Weeks | Hours" Units Amrwcd bart nort et | Remaining
per Wesk Approved exoluding
this timeshest

03  SAL - Salary Level G035 Step 4 8T 150,02 SBA474.70 145.02

£8,474.70

Timesheet Summary Detsils

= Hide Job 03

Imcheding This Tameshest
BTN Overol Extimote | MOUSRNARRBBIN Remeindes of Alossted Extimate

o Mol ol Clas /S| oy e sfndionive Vel G S T

Totals for Job 03

Timesheet to be approved b

Add optional comments
for the spprover: ‘

E . B with [E1

6. Figure 5, point 3.
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7. The headings for each column of the timesheet are shown at
Persan o
Jobe 03, Camusl Professional

General Timesheet /

Employment
Sl el N - L ST T

92555-2 De=an's Uinit - School of Educstion Camunl General Staff - Online  19-JUN-2017 15-DEC-2017 20141.83111.5210.16.31.00 SCOD05 School Sdmin
Timzaheats Officer

| Stort Date for Timeshest: 01-0CT-2017 ||

— -— —O
Time= should be within spproved bandwidth. ngl in 24 hour clock

Fnizh Time

THHCNM

[
(c T o e = - [ = O O |
R = [ E =] [EC (5]
T 0 - | —T - i | R /
[ c [ o | eo— = - T - - |
[ < N o 1y eo— = - [ - A - |
[ c [ o | eo— = - I - O - . |
[ - 1) — = - I O - . CEC
[c N o | e— = - I - - |
Bl B [ " [ " ] C = ] @ o

Mo of Mo of Total | Totsl Cost Hours Submitted Hours

Hours / Units Weeks | Hours" Units Amrwcd bart nort et | Remaining
per Wesk Approved exoluding
this timeshest

03 SAL - Salary Level G035 Step 4 577 150,02 SBATATD 145.02
£8,474.70
Timesheet Summary Detsils
= Hide Job 03
Imcheding This Tameshest
Overall Estimate  [NOUESTRASRBISIN Rermeinder of Alloosted Estimate | gumm— @
4ok Mol Pay Code|Auwvard/Class. /Step| Pay Rate [Unit=|Indioative Wahee| DTSR R RET T 10T S Indicative Valus
Tatals for Job 03
Add optional comments
for the spprover: ‘

E . B with [E1

8. Figure 5, point 4.

a. Copy Line Above. Allows you to copy the timesheet line above the line you are on, you can
then update some of the details as required. This option isn’t available for the first timesheet
line.

Delete. Allows you to delete the timesheet line you have created.

c. Work Date. This is where you select the date worked for the timesheet line, a dropdown
calendar is available by clicking on the icon adjacent to the Work Date field.

d. Day. This field will automatically display the ‘Day’ that the work was performed based on the
work date chosen previously.
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Start Time (mandatory). Enter your start time (in 24 hour format - HHMM).

End Time (mandatory). Enter your finishing time (in 24 hour format - HHMM).

Break (mandatory). Enter the period of any breaks you have taken between the start and end
times, entry here is in minutes, if you have taken 1% hours break then enter 90 minutes
(format MM). If you have not taken a break then enter O (zero).

Hours Worked. This field will automatically display the number of hours you are claiming for
this timesheet line.

Paycode. This is the paycode that you are claiming the hours (Hours Worked) for, click on the
dropdown list to see a list of all available paycodes.

Activity. This is just a general comments field, your supervisor may require you to record
details about the subject number taught etc. Please discuss this requirement with them.
Repeat. This field, which is linked to the ‘Expand Repeats’ button, allows you to repeat a
particular line on the timesheet a number of times, a week apart, so if you had a regular work
pattern you could use this facility to replicate this. If you enter a value of 3 in this field and click
on the ‘Expand Repeats’ button your timesheet will have an additional 3 timesheet lines added
to it that are the same as this line. You should check with your supervisor before doing this as
they may not be willing to approve that type of timesheet and as a result it may be rejected and
the whole timesheet will be sent back to you, not just some days.
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9. Data relating to each of the timesheet lines you are claiming is entered in this section (
Persan o
Jobe 03, Camusl Professional

General Timesheet /

Approwal Employment
Sl el N - L ST T

92555-2 De=an's Uinit - School of Educstion Camunl General Staff - Online  19-JUN-2017 15-DEC-2017 20141.83111.5210.16.31.00 SCOD05 School Sdmin
Timzaheats Officer

| Stort Date for Timeshest: 01-0CT-2017 ||

— —a E=1+—©
Time= should be within spproved bandwidth. ngl

is 24 hour clock

Fnizh Time

THHCNM

E|
U
d
@
@

DBEEREBR
EEERER
I
I
i
JUDOUUUUHE
@

g

Mo of Mo of Total | Totsl Cost Hours Submitted Hours

Hours / Units Weeks | Hours" Units Amrwcd bart nort et | Remaining
per Wesk Approved exoluding
this timeshest

03  SAL - Salary Level G035 Step 4 8T 150,02 SBA474.70 145.02

£8,474.70

Timesheet Summary Detsils

= Hide Job 03

Imcheding This Tameshest
Oweroll Estimate [ Gherall Astunlz) | Femsinder of Allocated Estimate ‘_—@
m Boward/Class. /Sep Indinn'nr: [ Iﬂ-l-hhll.l--_ Units Indicative Valus

Totals for Job 03

Add optional comments

for the appraver: | h “--—@

E . B with [E1

10. Figure 5, point 5).
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11. This section holds the button for actioning your timesheet (
ﬁ'::clliln!. Ce=usl Professionsl o

General Timesheet /

Approwal Employment
Sl el N - L ST T

92555-2 De=an's Uinit - School of Educstion Camunl General Staff - Online  19-JUN-2017 15-DEC-2017 20141.83111.5210.16.31.00 SCOD05 School Sdmin
Timzaheats Officer

| Stort Date for Timeshest: 01-0CT-2017 ||

— -— —O
Time= should be within spproved bandwidth. ngl in 24 hour clock

Fnizh Time

THHCNM

[
(c T o e = - [ = O O |
R = [ E =] [EC (5]
T 0 - | —T - i | R /
[ [ o | e— = - D - I . |
oo E ) " ] =l ]
[ [ o | — = - D = - A |
[ > — = - - |
[ I o | — = - D = - A |
[ o | I = - I - . . C = ] @ o

258 camual losding i= scded o vour rate when paid
[ i i - 3 = m /

Mo of Mo of Total | Totsl Cost Hours Submitted Hours

Hours / Units Weeks | Hours" Units Amrwcd bart nort et | Remaining
per Wesk Approved exoluding
this timeshest

03  SAL - Salary Level G035 Step 4 8T 150,02 SBA474.70 145.02

£8,474.70

Timesheet Summary Detsils

= Hide Job 03
Imcheding This Tameshest
Overall Estimate  [NOUESTRASRBISIN Rermeinder of Alloosted Estimate | gumm— @
m Boward/Class. /Sep Indi:nn'nr: [ Iﬂ-l-hhll.l--_ Units Indicative Valus
Tatals for Job 03
Add optional comments
for the spprover: ‘

E . B with [E1

12. Figure 5, point 6).

a. Save button. Will save the timesheet you are working on so that you can come back and edit it
at a later date. It will not submit it for approval.

b. Save and Submit button. Will save the timesheet you have been working on and submit it to
your supervisor for approval.

c. Refresh button. Will simply update the current timesheet with the latest changes you have
made.

d. Expand Repeats button. Works in conjunction with the Repeat field, refer item k.

Page 12 of 19



e. Add Row button. Allows you to add more lines to the timesheet in the event that you need to
accommodate more paycodes etc.

f. Cancel button. Will cancel any changes you have made and return the form to the last known
state at which it was saved.

13. This section provides pay details for the approved Casual Employment Agreement (CEA) which the
timesheet is covered by (Figure 6, point 7). This table will only be available to those employees who
have received an electronic CEA.

a. Job #. This is the job which the timesheet is being completed for.

b. Paycode. Approved paycodes which you can claim hours against as per your CEA.

c. No of Hours/Units per week. The number of hours that can be claimed per week in line with
your current CEA.

Value per Hour/Unit. Shows the hourly pay rate approved in the CEA.

No of Weeks. The number of weeks approved to be worked as per the CEA.

Total Hours/Units. The total number of hours approved over the CEA period.

Total Cost. Details the approved total cost that can be claimed over the CEA period.

Hours Approved. Shows the number of hours that have already been claimed/approved in a

timesheet since the start of the CEA.

i. Hours Submitted but not yet Approved excluding this timesheet. Shows the number of hours
that have been claimed per paycode in a timesheet that is awaiting approval.

j.  Hours Remaining. Shows the number of approved hours that can still be claimed in the current
timesheet.

14. The Timesheet Summary Details table will update to reflect the total amount that will be paid, based on
the data entered in Figure 6, point 5.

15. Optional comments can be provided for the approver to see when approving or rejecting the timesheet
(Figure 6, point 8).

Sa ™o a
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Per=on
Joke 03, Ce=usl Professional

General Timesheet /

Subjeot | Employment
il el N -l o Sl S

925552 Dh=an's Uinit - School of Education Camunl General Stoff - Online 19-JUN-2017 15-DEC-2017 20141.83111.5210.16.31.00 SCO00S School Admin
Timeshests Cfficer

| Stort Date for Timeshest: 01-0CT-2017 ||

r— -— —@
Times should be within spproved bandwidth. ngl

is 24 hour clock.

Copy Cinrt Tume Fmi=h Time
[HH:MK)

=
[ o — = - -

ﬁﬁﬁﬁﬁ |

([T

]

1
000000000

HEHHQEEE
i
J

==

255 cazual losding i= added to vour rate when paid / /

bart nrt yet
Approved exoluding
this timesheet
03 SAL - Salary Level GD635 Step 4 577 556.49 6 150,02 SEAT4.TO 4 1 145.02
58,474.70
Timesheet Summary Details
= Hide Job 03

Imcluding This Timeshest
Overall Estimate  |[NOUSTSASRBISIN Rermeinder of Allocsted Estimote | qgtemm— @
4ok Mol Pay Code|Auwvard/Class. /Step| Pay Rate [Unit=|Indioative Wahee] DTSR R RE T 10T S Indicative Valus

Totals for Job 03
Timesheest to be spproved b

Add optional comments
for the spprover: ‘

- 2 B with [E1
Figure 5

The following is an example of some completed timesheet lines.

Copy Start Time Finmish Time Break Hours

line DeletejWork Date [HH-MM) [HH-MM) Pay Code |Activity Repeat|
above 24HR Clock  |24HR Clock | 1-MM) |Claimed

[03-0ct-2017 | -T“e [10:00 |J [11:00 |J o000 | 1

[ c | n 04-0ct2017 | (B0 Wed [10:00 |E  [16:00 |H [o030 | 55 mJ:D

Figure 6
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When clicking the ‘Save’ or ‘Save and Submit’ buttons (Error! Reference source not found., point 6), provided
there are no errors you will receive a success message (Error! Reference source not found.). However, if
there is something wrong with your timesheet you will be shown an error messages at the top of the timesheet
entry page (Error! Reference source not found.). To return to the Timesheet List screen, click on the ‘Back to
Timesheet List’ link (Error! Reference source not found., point 1).

Person:
Joh: 03, Casual Professional

General Timesheet

Success! Timesheet details have been saved and submitted for approval.

Back to Timesheet List - o

Please ensure you are using a PC with IE11

Figure 7

Person:
Job: 03, Casual Professional

General Timesheet

IError.' Row 1 Finish_Time: A value must be entere{!l

[Approval Employment

92555-2 Dean's Unit - School of Education Casual General Staff - Online 19-JUN-2017 15-DEC-2017 20141.83111.5210.16.31.00 SC0005 School Admin
Timesheets Officer

Figure 8

Modifying a timesheet

If you have previously saved a timesheet that you wish to modify, on the Timesheet List screen.

1.  Expand the ‘Not Submitted’ section to display a list of timesheets that you have been working on. The
job#, start date, end date and total units entered so far will be displayed.

2. Click on the ‘Record ID’ link of the timesheet you wish to modify.

3. Other areas of the Timesheet List screen allow you to view timesheets that have been submitted and
those that have been rejected.

4. This area also allows you to delete timesheets that you no longer require, simply check the ‘Delete’
check box for the timesheet(s) you wish to delete and then click on the ‘Delete Timesheets’ button.

Person:
Job: 03, Casual Professional

General Timesheet

Click here to add a new timesheet
Existing Timesheets
Expand All | Collapse All /

01-0CT-2017 04-0CT-2017

DeleteTimesheets

[+ Submitted (Not Approved) (1 timesheet) *____}

[+ Rejected (0 timesheets) e
Page 15 0f 19
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Person:
Once you click on the ‘Record ID’ link you willbe | j55: 03, Casual Professional

presented with the ‘Modify Timesheet’ selection
screen. General Timesheet 0

1. Leave the job selected as is Modify Timesheet
2. You can click on the ‘Select all Jobs’ Current as 1-0OCT-2017
button if you like, otherwise
3. Click on the ‘Continue’ button to

proceed. [ P2 RES-Aut17- Dean's Unit - School of
4. You can then proceed to make changes BHITD) Health

to your timesheet and then save or save M p3 9285552 Dean's Unit - School of

& Submit as required.

| setectai oos [R @
[ continue [ ciear |

Back to Tinmg\
Pleaze ensure you are using a PC m
Figure 10

Deleting & Unsubmitting Timesheets

If you need to delete or modify a timesheet that you have already submitted (which has not yet been
approved) you can select it from the ‘Submitted (Not Approved)’ timesheet selection.

1. To delete a timesheet, check the ‘Delete’ check box for the selected timesheet, then click on the ‘Delete

Timesheets’ button
2. To unsubmit a timesheet, so that you can modify it, check the ‘Unsubmit’ check box for the selected

timesheet, then click on the ‘Unsubmit Timesheet’ button

Person:

Job: 03, Casual Professional

General Timesheet

Click here to add a new timesheet 0

Existing Timesheets e

Expand All | Collapse all

[+ Not Submitted (1 timesheet)

=] Submitted {Not Approved) (1 timesheet)
Record 0 obNo Delee
289585 04-SEP-2017 04-SEP-2017

DeleteTimesheets Un'auhrmt'l'lm:»-ht-ets

- Rejected (0 timesheets)

Figure 1
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Timesheet History

When selecting the ‘Timesheet History’ menu option you will be presented with a selection screen which allows
you to choose a date range for the history and the type of timesheet

Payroll Details »
Casual Employment > Mileage Claim
Expense Claims > General Timesheet
Role: 03 Casual Professional Timesheet History
Current CEA
CEA History

User Guides

il

o Export | L

Figure 12

Person:

1. Select the earliest date for your Job: 03, Casual Professional e
timesheet history Timesheet History o

2. Select the latest date for your timesheet Enter query criteria / /
history

3. Select the type of casual timesheet Date Worked (44 ayG-2017 |[Ej] to [24-aUG-2017
history you would like to display. The Timesheet Type ﬂ A—
“Timesheet Type” drop down list will I?I
display a list of timesheet types you can m__-
display |

a. FC924 - Paper based timesheets  Figure 13

b. WK8276 - Academic Timesheets List Of Values: Timesheet Tipe
c. WK8280 - General Timesheets

[ee x || Find || Close |

You can leave the ‘Timesheet Type’ field blank o

and timesheet history for all timesheet types will FCa24 Timesheet Entry e

be displayed. WK8276 Academic Timesheet dp="""
WER2ED (General Timeshest 1..____- e

Figure 15

Person:
Job: 03, Casual Profescional

Timesheet History

General
Timesheet

03 28-SEP-2017 SAL Salary  10:00 11:00 00:00 1 23511.01446.5210.15.31.00 289588 WKEB280

General

03 01-SEP-2017 SAL Salary  10:00 11:00 00:00 1 289584 WKB280 Timesheet

Figure 14
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Current Casual Employment Agreement (CEA)

STAFF
OnLine

My HR~~ MyPay~ My Requests~ MyCareer Online~ He
Payroll Details
Casual Employment 3 Mileage Claim
Expense Claims General Timesheet
Role: 03 Casual Professional Timesheet History
Current CEA
CEA History

User Guides

Figure 16

il

Choosing the ‘Current CEA” menu option will display the main details of your current Casual Employment
Agreement (CEA) and a link to the full electronic version. Electronic CEAs that have been created using the e-
Recruit system will be available, those created using the paper process will not be available.

Person:
Job: 03, Casual Professional

Current CEA o e

is New process.

This project is in PILOT stage, if you cannot see a CEA please contact your School Administrator to see when your School/Unit will be included ir

Subject / Program | Job# | Pasition# | CEA Start Date | CEA End Date | CEA Approval Number | Job Reference | CEA Change Date | Current CEA Version Earlier CEA Version

03 7004901 19-Jun-2017 15-Dec-2017  92555-2 Ref 1993/16 25-5ep-2017 View Current CEA version View Earlier CEA version (changes]

Figure 17

When the link ‘View Current CEA version’ is clicked, the main details of the latest CEA will be displayed. (Figure
17).

When the link ‘View Earlier CEA version’ is clicked, the main details of the earlier CEA’s will be available to view.
(Figure 18).

Person:
Job: 03, Casual Professional

CEA Detail
Return to Current CEA list

oot LN | CEA AoprovalNomber Bl
19-Jun-2017 7004901 Casual Professional 5o (2) Ly Ref 1993116

Casual Employment Agreement

CEA Start Date 19-Jun-2017 CEA End Date 15-Dec-2017

Statement Undertake allocated administrative tasks related to teaching. learning and quality.

of Duties

Subject / Program

Building Kingswood Building J Campus Penrith Campus

School School of Education Department Dean's Unit - School of Education

Section Dean's Unit - School of Education Unit Dean's Unit - School of Education

Supervisor / Unit Coordinator Phone No. 47360270

Contact Admin Officer Phone No. 47360336

Cost Centres 20141.83111.5210.16.31.00 - 100%

Approval Level 1 Date 26-Jun-2017

Approval Level 2 Date

Additional Comments Duties including but not limited to: HREC/SERAP ethics applications. participant recruitment. assistance with drafting of reports, assistance with coding. literature review.
CEA Change Date 25-SEP-17

Row No. Paycode No of Hours / Units per Week Value per Hour / Unit Mo of Weeks Total Hours / Units Total Cost
1 SAL - Salary Level GO635 Step 4 577 $56.49 26 150.02 5$8.474.70

58,474.70

Figure 18 Page 18 of 19



CEA History

STAFF
OnLine
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Role: 03 Casual Professional Timesheet History
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Figure 19

Choosing the ‘CEA History’ menu option will provide a search function to display a history of all CEAs that you
have been engaged under and which have ended or expired since CEA’s became electronic.

Person:
Job: 03, Casual Professional

CEA History

This project is in PILOT stage, if you cannot see a CEA please contact your School Administrator to see when your School/Unit will be included in this new process.
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Sear
m #| CEA Start Date | CEA End Date | CEA Approval Number | Job Reference | CEA Change Date | Latest CEA Version

7005003 18-Apr-2017 01-0ct-2017  RES-Aut17-BHITD) Ref 21017 12-0ct-2017 View Latest CEA version
01 7004901 27-Feb-2017 30-5ep-2017 92555 Ref 1800/16 12-0ct-2017 View Latest CEA version

Figure 20
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