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Introduction

When a casual engagement has been initiated the approver has the options to Approve, Pushback or
Withdraw the engagement.

You may need to pushback an engagement if the information entered is incorrect or has changed, or if the
engagement is no longer required it can be withdrawn.

Procedure

1. The Approver will receives an email notification when an engagement has been initiated.

Click the approvals list link in the email.

Casual Automated Payment System % YADELAIDE

29 March 2018

Please review youor a request to vary academic schedule for the following casual staff member,

which requires youF SWERTGR AR approval:
1224613 - Cinderella Princess
School/Branch: Accounting and Finance

Note: The casual will not be able to claim work agaihst the new Task and Course combination(s) until this
amendment is approved.

The Universty of Adelaide, AUSTRALIA 5005
Note: Please do not reply to this email. This maibox does not allow incoming messages

CRICOS Provider Number 00123M

IMPORTANT This message may contain confidential or legally privileged information. If you think it was sent to you by mistake,
please delete all copies and advise the sender. For the purposes of the SPAM Act 2003, this emai is authorised by The
University of Adelaide
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2. Select the engagement from the list of pending approvals:

< CAPS 580 Pending Approvals A Q * = @
ViewBy Type . v g Withdraw
& A 3
Casual Engagement 23 rows
:.‘_‘: Academic Schedule Chang 10
«E" Casual Engagement 2 Casual Engagement 168 | ) ) Routed
1211444 Sch of Animal & Veterinary Sci 23/04/201 >
m James Douglas Walter 06/05/2018 - 30/11/2018
Name Change 1
Academic $872.89
Casual Engagement 175 Routed
1000560 School of Biological Sciences 23/04/2018 5
01/01/2018 - 01/01/2018
Academic $13,929.37
Casual Engagement 307 Routed
1187738 PCE 23/04/2018 y

01/01/2018 - 01/01/2019
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Approve, Pushback or Withdraw an Engagement in CAPS

3. Review the engagement.

From this screen you have the option to Pushback, Approve or Withdraw the engagement.

Personal Details
EngagementID 168 Email [dcwaler@DISABLED.DISABLED
Employee ID 1211444 Phone 61421406401 |f the pOSItIOﬂ IS for an academIC
Employee Name James Dougias Walter
you will need to click on the
Engagement Type Academic Activity Test1 AcademIC Schedule tO FEVIeW the
Start Date 0610518 Appropriate Qualifications Held? Yes
End Data 80/11/18 Total Estimatad Cost (incl. $872.59 d ata.
Function Code Teaching only function
Department Sch of Animal & Veterinary Sci Academic Schedule 4'/ F . .
or Professional and English
Supervisor 1000504 Gregory Badger
Timesheet Valldator 1000504 Gregory Badger Language Teacher positions the
Work will be undertaken in South Australia . . .
details will be displayed on the

Account Code
Account Fund Code GL Dept Campus Project Project Description Percent to Allocate screen as s h own | n th e exam p | e
2021 15 121 00 15013910 Faculty Operating 100 b I
~ Comments e OW.
Michelle Carter at [04723/2018 02:37:40 PM] Amendment - end date, task, project code
Mark Szolga at [04/18/2018 08:50:26 AM)| Test2
Mark Szolga at [04/18/2018 09:48:05 AM] Test1

Approver Gomments

Activity UAT testing
Classification HEO Level 2
Salary Step Step 4

4. If you select to Pushback or Withdraw the engagement you will need lourly Rate 5227

. . . Estimated Total H 100
to include a comment, then click Submit. stimated fotal Hours

Total Estimated Cost (incl. $3,724.61
oncost)

What happens next

Approve

The Casual staff member will receive an email notification for an Offer of Casual Employment.
Pushback

The Casual Coordinator will receive an email notification including the reason for the Pushback.

The Casual Coordinator makes the necessary changes to the pushed back engagement and resubmits it for
approval. The Approver will receive an email notification to action the engagement request.

Upon approving the amended engagement, the casual candidate will receive an email notification for an
Offer of Casual Employment.

Withdraw

The Casual Coordinator will receive an email notification along with the reason for the withdrawal.

Contact Us

For further support or questions, please contact the HR Service Centre on +61 8 8313 1111 or hrservicecentre@adelaide.edu.au
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