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THE UNIVERSITY

JADELAIDE Recording Overtime and On-call

Introduction

When you work overtime or are on-call, your overtime and on-call periods need to be entered in Staff
Services Online to ensure appropriate payment.

Definitions:

On-call

Continuing or fixed-term HEO Levels 1-9 Technology Services staff may be rostered to be on-call to
perform work outside of 7:00am to 7:00pm, Monday to Friday.

Unplanned Overtime
Overtime worked as a result of being on-call. There are two types of unplanned overtime:

¢ Unplanned Overtime Onsite
A staff member is required to return to work to respond to a call.

e Unplanned Overtime Offsite
A staff member performs the overtime from home or remotely.

Planned Overtime

If you work overtime that is not as a result of being on-call, this will be paid in accordance with the
University of Adelaide Enterprise Agreement 2017-2021.

Payable status definitions
e Payable Status — Needs Approval: Timesheet pending approval from the manager
e Payable Status — Approved: Timesheet approved by the manager

e Payable Status — Distributed: Timesheet has been paid

Note: The deadline for timesheet submission is 11pm Monday, after payday. See Timesheet Payroll Cycle.

Timesheet Payroll Cycle

Manager to review timesheets and address

Overtime Work Undertaken . L _
discrepancies if required
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Manager to approve overtime by
Thursday 11pm. Payment received for
Timesheets cannot be edited work undertaken
after this time

Staff Submission
Deadline for Timesheets
Monday 11pm

Check for Compressed timelines around public holidays (XMAS, Easter, etc.)
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Recording Overtime and On-call

Procedure

1. From the Employee SSO homepage click Timesheets, then Timesheet.
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Employee Timesheet Details

Tirmashaat Submitted Timeshasts Summary

Select the date that the overtime or on-call was worked.

Timesheet

Employee ID 1220699
Employee Record 0

!
*View By | Week v Previous Week  Nexi Week
“Date[18/06:2017  |[] &

Reported Hours 0.00

From 18/06/2017 to 24/06/2017 (2

A wents Dy Date p Time Reporting Code Start Break EndBresk  End Mol GRCal  Follow OniPrecede? Onsite?
] sun 188 New v
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Recording Overtime and On-call

3. Complete the details of the overtime or on-call worked. Depending on whether you are entering on-call or one of the overtime types, the fields you
will need to complete will vary.

Multiple entries can be made per day by adding lines as required.

Enter the project

. For planned and : Tick Onsite if .
Select type of overtime ) For on-call overtime - number if
; . unplanned overtime, the overtime was .
from Time Reporting enter total number of . required or
; enter the start and end worked in the
Code drop down list . hours on that day search to find
time office
number
From 30/06/2017 to 06/07/2017 (2 / \
ég?ﬂmems Day Date ?gﬁzged Time Reporting Code Start Break EndBreak  End HTU(:]?; OSOCU":L: Follow On/Precede? Onsite? Project ID
O Fri 3006 New v Q (=]
D Sat 177 New On Call Q El
. Planned Overtime
O el i e [ Unpianned Overtime | Q =l
®] Mon 377 New v Q =
O Tue 477 New v Q (=]
] Wed 517 New v Q =l
O Thu 617 New v Q =
Add Comments. Comments can Enter break times for planned TICk\,\If::s"\.(:/‘c,JvrIE; rg?rgﬁ::;gtglthﬁe%?glme Click on the + or - to
include additional information overtime only business hours (i.e. u toy8'00am) add or delete rows
relating to the overtime e.g. service Note: See step 4 for entering or immediatel foIIoWiﬁ Ft))usin;.ess hours to particular da
request number, etc. breaks for unplanned overtime (¥rom 6'00%m) P y
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Recording Overtime and On-call

4. To record on-call, enter the number of hours worked against each day.

From 19/06/2017 to 25/06/2017 (7

Day  Date Repotted Start Break EndBreak  End Totall - OnCall § £ouow oniprecede? Onsite?

Time Reporting Code

Comments Status Hours| Hours.
O Mon 196 New On Call 6.00
O Tue 206 New COn Call 8.00

Project ID
10038020 Q [*
10038020 Q [+

5. Torecord a break taken during unplanned overtime, you need to enter your overtime on two lines.

On line one, enter the time worked before your break, and on the second line the time worked after

From 16/06/2017 to 22/06/2017 2

Reported . . . Total On Call -
o Day Date Status Time Reporting Code Start Break End Break End o e Follow On/Precede? Onsite?
@] Fri 16/6 New On Call v 200

New Unplanned Overtime ¥ 6:00:00PM 8:00:00PM v

New Unplanned Overtime ¥ | | 8:30.00PM 11:30:00PM v

6. To record overtime worked over midnight, record the start and end times against the

From 05/06/2017 to 11/06/2017

Add Reported Total On Call

P 5 ? ite?
Comments  Day  Date Stane Time Reporting Code Start Break End Break [ End Hous  Hours  Follow On/Precede? Onsite?
(9] Mon 506 New Planned Overtime ~ ~| | 7:00:00PM apm 9:30pr =]
@] Tue 66 New Planned Overtime ~ ~ 2:00:00AM

7. Once you have completed your entries, click Submit.

Project ID
10038020 Q [
10038020 Q [

10038020 Q *

days worked.

If you want to continue working on your timesheet at a later time, click Save for Later.

Clear will remove any entries that have not been submitted or saved for later.

From 08/05/2017 to 14/05/2017 (7

é::mems Day  Date ';;':z:“ Time Reporting Code start Break EndBreak  End H:T:fs' QF"‘:\::: Follow On/Precede? Onsite?
. Mon  8/5 New Planned Overtime ~ ~  5:30:00PM | 8:30:00PM  9:00:00PM  11:45:00PM

O Tue 9/5 New Planned Overtime - 9:00:00PM 11:30:00PM ]

>} Wed  10/5 New - o al
) Thu 1155 New - o al
.} Fi 125 New - B B
o Sat 13/5 New Planned Overtime - 8:00:00AM 12:00:00PM

Q Sun_ 14/5 New - O al
( Save for Later Submit Clear )

What’s next?

Project ID
qQ [*
Q

Project ID
Q
Q
Q
Q
Q
Q
Q

Once you have submitted your timesheet, your manager will receive an email notification that the

timesheet is ready for approval. If there are any discrepancies, your manager will raise these with you

and you’ll need to contact HR Service Centre to obtain an Overtime Amendment Form.

Contact Us

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