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Introduction

New Professional casual engagements need to be initiated on the system and follow a different process to
that of initiating an Academic or an ELT casual engagement.

Procedure

1. Open the main page and select the Casual Engagements Tile.

Note, ensure you have all
relevant information prior to
initiating the casual

- engagement as a partially
2. Select Initiate New Casual Engagement

completed request is unable

igheomrs | Glone " p— to be saved for later action.

‘e’ Prior to initiating the casual
engagement you may wish

. to use the CAPS Engagement
- Checklist available on the

) CAPS website.

.

3. Search to check if the person already exists in the system. You can search by their University ID
number (without the a) or enter in their name and date of birth. Then click Search.

Initiate a new Casual engagement

<+«—— Employee ID

“Employee / StudentID

OR

“First Name

<4———— Name and Date
of Birth

*Last Name
*Date of Birth

Middle Name

Preferred First Name

Other or Previous Last Name

(e.g., Maiden)

Search

4. The Search will display matches to either the University ID number or to their personal details. If the
person already exists in the system, you will be able to select the initiate button.
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Initiate a Professional Casual Engagement in CAPS

5.

Initiate a new Casual engagement

“Employee | Student 1D [Enter a7 digit number withaut
oR
*First Name [Wiliam
*Last Name Schwarz
e [24r03r1887 |5
Widdle Name
Preferred First Name
Other or Previous Last Name:
(e.g., Maiden)
[ Search . Reset the fields

No Results matching the search criteria

© | Create anew person

If the person does not exist you will be able select create a new person to add them into the system.

6. Both initiating and creating a new person will take you to Engagement Details page. Enter in the email

7.

8.

Initiate a new Casual engagement

William Schwarz Engagement I a7
Empiayes 10 HEW

Date of Birth 240311987

“Email Typa. “Emall Address
Phane Type Telephone
Casual Engagomont Dotads
Engagement Typs: Y Academic O protesskonal O Engisn Languags Teacher
StartDate ®
£na Date 0]
Function Code [ ~
Dspartmant @
Supersisor @
Timesheat a
vasdator
Work will be South Australla v]
undortakon i:
iccoun Code.
i a al_al a o800 [#] =]
AdaFse Aacnmant
e
Subma

address and phone number of the person you are initiating.

In the Casual Engagement Details section, select Professional. This will display the following details;

‘Casual Engagement Details

Type: O @ professional Q English Language Teacher
Start Date Activity
< )
End Date [+ Classification i
Function Code Other function ~ Salary Step
Department Q Hourly Rate
Supervisor Q Estimated Total Hours
Timesheet Q Total Estimated Cost (incl. oncost) $0.00
Validator
Work will be South Australia ~
undertaken in:
Account Code
Fast Entry Account  FundCode GLDept Campus Project Project Description Percent to Allocate.
1| [ Q[ a aQ aQ a 100.00] [+ [=]

Enter in the details of the;

e Start and End date
e Function Code

e Department

e Supervisor

e Timesheet Validator

Under Activity, type in a description of the type of work the casual will be undertaking.

Engagement Type: O Academic @ professional

O English Language Teacher

.

Start Date 0410512018 | | Activity
End Date 2611112018 [[5) Classification
Function Code Otner function ~ Salary Step
Department 2160 @ EC&MS Research Hourly Rate
Supervisor 1000283 @ Denise French Estimated Total Hours
Timesheet 1072073 @ Stephen McGovern Total Estimated Cost (incl. oncost)
Validator
Work will be South Australia ~
undertaken in:
[Account Code
EastEntry Account Fund Code GLDept Campus Project Project Description

(I A - Y Y - A Y N =Y

Add File Attachment

HEOLevel 5 +
—

37.60

$0.00

Percent to Allocate

100.00)|[# | [=]
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Initiate a Professional Casual Engagement in CAPS

9. Select the Classification, and Salary Step using the drop down arrows and type in the Estimated Total
Hours. The Hourly Rate will generate automatically.

0
Casual Engagement Details
Engagement Type: O Academic ® Professional O English Language Teacher
Start Date e} Activity
End Date 5 | Ciassification [ =l
Function Code | Other function - | satary step |
Department Q Hourly Rate
Supervisor Q | Estimated Total Hours |
Timesheet Q Total Estimated Cost (incl. oncost) $0.00
Validator
Work will be South Australia ~
undertaken in:
Account Code
Fast Entry Account Fund Code GLDept Campus Project Project ipti Percent to Allocate
1 Q|| Q Q Q Q 100.00 [+] [=]

10. In the Account Code section, enter in the Fast Entry details or use the look-up tool to complete the
Account, Fund Code, GL Dept, Campus and Project sections.

Work will be [South Australia -] The prOject

undertaken in:

description

Account Fund Code GLDept Campus Project Project Description Percent to Allocate wi I |

y‘rm_l‘ﬁf[ﬁ]—rﬁ]—ﬁq e automatically

~ AddFile Attachment generate
based on the
project code
h . . . S - you enter.
11. Add supporting evidence using the Add File Attachment button under Account Code.
! Timesheet |1000015 ‘Q John Bowie T '
Validator
Work wi be
undertaken in:
Account Code
Fast Entry Account FundCode GLDept Campus Project Project Description Percent to Allocate

A&
1 2021 | [ Q412 @ oo @ [71111950 |@ Heritage_Workplace 100.00 [ [=]
givng

| AddFile Attachment |

v Comments

! [0
4020 @, School of Humanities
1000354 |Qy Sharond . iac hment « Btoncloncost 52608
(1000015 @ John Boy Help
South Ausala
Ho file selected.
Upload | Cancel

7Rzt ey e a o - jaca [ bl
ging

1L

12. Click submit at the bottom of the page to complete the initiation of the professional casual

T undortakenim
[account Code
FastEniry  Assouni  FundCode GLDep! Campus FProjesi Projest Description  Percent io Allocate
Ans
1 o2t @ a1 Qa2 aor @ [T1111850 @ |Hentage_Workpiace 100.00] (] (=]
ghng
400 File ARaChmen!

[=]

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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