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Introduction

Casual Professional staff need to submit timesheets every fortnight that accurately reflect the time worked
during that fortnight. Timesheets are submitted via the Timesheet tile in Staff Services Online (SSO).

Payment follows the cycle detailed below, with payments generally made one pay period in arrears.

‘Timesheet Submission Deadline Payment
Monday 11:00 PM received

SISIM|TIW|IT|FIS|SIM|T|W|T|F

Weeki Week 2

Timesheet Validators Deadline Deadline for Supervisor of
Escalation Point Timesheet Validator
Wednesday 5:00 PM Thursday 11:59 PM

The timesheet will default to the previous pay-period. It is possible to update a timesheet while itis in the
status of Saved, Needs Approval, Approved, or Pushed Back.

If you are working across multiple engagements e.g. casual Professional and casual Academic, you will need
to submit one timesheet for each different engagement. Each engagement operates independently, so there
is a separate approval and a separate pay process for each engagement.

Procedure

1. Log in to Staff Services Online (SSO) and click on the Timesheets tile.

Ontioarding Personal Details

e «

Note: The layout of your tiles
— may be different, but you
«© = E—-] should be able to find the
Timesheet tile amongst them.

Timeshests Pay and Banking HR Onilne Foms

POR Leaming and Development Profile

2. Click on the Timesheet tile to display the Timesheet Details.

CRICOS PROVIDER 00123M

adelaide.edu.au Last updated July 2018 seek LIGHT




Submit a timesheet in CAPS: for a Professional casual

Timesheet Submitted Timesheets Summary

If you have only one engagement, clicking Timesheet will open the timesheet.

If you have multiple engagements, you will then see a list of your engagements. Click on the name of

the engagement (in blue) that you want enter your hours into.

Report Time:
Timesheet

Academic Casual

Select Job

Personalize | Find | (2 12012

Engagement Begin Date

Classification Activity Department Supervisor Timesheet Validator
P/ Tchg Lecturer Training Inst of Photo & Adv Sensing Pam Whetnall Pam Whetnall 01/01/2018
Casual Employee (Prof Staff) Testing Human Resources Sharon Johnson Viv Bushell 01/01/2018

Engagement End Date
3010172019

3001/2019

3. The timesheet will open for the previous pay period. You can navigate through different pay periods
using the Previous Period and Next Period buttons.
Timesheet
Professional Casual Employee ID 1225132 Contract Number 0001
Employee Record 0 Activity Training
Select Another Timesheet
*View By Calendar Period Previous Period  Next Period |
*Date[28/04/2018 || % e Joo
Reported Hours 0.00 @
From 28/04/2018 to 11/052018 (2
‘égfﬂmem Day Date gfa‘:z:e“ start Break End Break End Total Hours
) Sat 28/4 New =
) Sun 294 New =
) Mon 304 New =
) Tue 15 New =
4. Clicking Next Job and Previous Job navigates between different engagements of the same pay-
period.
Timesheet

Professional Casual

Casual Employee (Prof Staff)

Employee ID 1225132
Employee Record 0
Select Another Timesheet

*View By | Calendar Period

*Date 28/04/2018 |5 & Next Job
Reported Hours 0.00 @

From 28/04/2018 to 11/05/2018 |2
Add Reported
e Day Date Status Start Break End Break End Total Hours
D) sat 284 New =
) sun 294 New =]
) Mon 30/ New =
O Tue 15 New =

- - v I

Contract Number 0001
Activity Training

Previous Period  Mext Period
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Submit a timesheet in CAPS: for a Professional casual

5. Enter in the times worked during the fortnight on the appropriate dates. It is mandatory to enter in a
Start time and an End time; there is also the option to enter in your break start and end time.

Timesheet

Professional Casual

Casual Employee (Prof Staff)

Select Another Timesheet

*View By | Calendar Period

Employee ID 1225132

Employee Record 0

Contract Number 0001

Previous Period Mext Period
*Date [31/03/2018 |5 %
Reported Hours 12.00

From 31/03/2018 to 13/04/2018 (2

‘ggiments Day Date Ef;ﬂ:e‘j Break End Break letrﬂsl
o sat 313 New
o Sun 14 New
] Mon 2/ New
o Tue 34 New
o Wed 414 New
o Thu 54 Saved 9:00:00AM 12:00:00PM 12:30:00PN 3:00:00PM 550
o Fri 64 New
o sat 74 New
o Sun s New
o Mon  9/4 Saved 9:00:00AM 12:00:00PM 3.00
o Tue 10/ New
» Wed 1174 New
o Thu 1214 New
o Fri 134 Saved 11:00:00PM 2.00
o sat 1414 Saved 1:00:00AM 1:30:00AM 3:00:00AM 150

Save for Later Submit Clear
6. Times can be entered in using 24hr format or by using AM and PM.

= Wed  '4/4 New f Nl 7 7 f

] Thu 5i4 Saved 9am 12pm 12:30pm 3:00pm

) Fri B4 New 9:00 12:00 12:30 15:00]

= sat  7M New

Activity Training

5.50

3 T O Y A Y A T R T R T A R A TR AR TV AR TR

%

H FH H

OMomD

7. Once you have entered in the correct times, you can click on Save for Later. The number of hours
that you have worked for each day during the pay period will be displayed.

You can use the Save for Later button to progressively enter the times that you have worked for the

pay period.

Thu
Fri

Sat
Sun

Mon

Wed
Thu

Fri

[OIROIROINCINGIROIROIROINOIN IR0

Sat

4/d
5i4
6id
Ti4
a4
a/4
10/4
114
12/4
134

14/4

Save for Later

Exceptions | Payable Time

New
Saved 9:00:00AM 12:00°00PM| 12:30:00PM 3:00°00PM|

New
New
New
New
New
New
New
Saved 11:00°00PM 200
Saved 1:00:00AM 1:30:00AM 3:00:00AM 150

Submit Clear

ODONNNDODNODNOIDQMNQO
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Submit a timesheet in CAPS: for a Professional casual

8. When you have completed filling in the hours that you have worked for the pay period, review the
timesheet, then click Submit.

0000000l

Sat

Sun

Mo

n

Tue

Thu

Fri

Save for Later

Exceptions

Exceptions

Date

515 New
6/5 New
715 New
8/5 Mew
945 New
10/5 Mew
115 New

Payable Time

2

Exceptions

Clear

HHEHEHBHERE

DO0ODMNONOMDME

Personalize | Find | Iﬁl| L:&’

Exception Severity

10f1

1. You will need to check for exceptions once you have submitted your timesheet. Exceptions can flag
potential data entry errors, or problems with your submission.

Exceptions are displayed under the Exceptions tab at the bottom of the page or in the exception
column, next to the details of each day.

From 12/05/2018 to 25/05/2018 (%

Add
Comments

00000V 0VO0OO0DOVDO0O0VOD0O0

Day

Save for Later

Date
ne
125
135
14/5
15/5
1605
1715
185
19/5
20/5
215
225
2305
245

2505

Reported Status

Needs Approval
MNeeds Approval
MNeeds Approval
New
New
Needs Approval
New
New
New
New
New
New
New
New

New

Submit

Exceptions Payable Time

Exception

Start Break EndBreak  End
11:00:00PM
3:00:00AM 3:30:00AM| | 5:00:00PM
9:00:00AM 3:00:00PM
9:00:00AM 8:00:00PM
Clear

Exceptions 7
ate

2/05i2018
3/05i2018
6/05i2018

6/05/2018

Exception Severity Description

Low

Low

Low

Low

Personalize | Find I@\ E

Warning: 5 or more hours of work were undertaken without a break.

‘Warning: 5 or more hours of work were undertaken without a break.

Warning: 5 or more hours of work were undertaken without a3 break

‘Warning: The cut-off date for timesheet submission has passed

1-4 of 4

Timesheets can still be submitted when there are Low severity exceptions

Total
Hours

4.00
1350

6.00

11.00

HEEEEEEEEEEEEE

O i i R A A A T A T A T AR N

High severity exceptions can be submitted however, a Timesheet Validator cannot approve a
timesheet with a High severity exception. The timesheet will be pushed back to you for re-work.
Therefore, it is important that you correct and resubmit your timesheet immediately to clear the high
exception to avoid a delay in payment.
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Submit a timesheet in CAPS: for a Professional casual

Entering one shift that runs over two days (i.e. an overnight shift).

1. Enter in your start time as normal.

2. If you have your break or you finish your shift on a day that is different to the start date, enter in the

times on a new line.

TTONT JTTUNEUTO 10 TN U Z0TT

Add Reported

Total

HEHHEHEEEHHEBNBNEE

BT Day Date Status Start Break End Break End e
) Sat 313 New

o Sun 14 New

) Mon  2/4 New

o Tue 34 New

] Wed 414 New

] Thu 54 Saved 9:00:00AM 12:00:00PM 12:30:00PM 3:00:00PM 550
o Fri 64 New

) Sat 74 New

) Sun B4 New

o Mon  9i4 New

) Tue 10/ New

o Wed 114 New

] Thu 124 New

) | Fmi 134 saved [11:00:00PM_| 2.00]
) | sat 14 Saved 1:00:00AM 1:30:00AM 3:00:00AM 1.50)

Submit Clear

Exceptions Payable Time
Exceptions 7

Date

Personalize | Find | @l @

Exception Severity

IR Y A A Y Y A A Y A A Y A T AR TR R Y AR TR

10f1

Entering one shift that end and another shift that commences on the same day.

1. Enter the start, break and end time of the first shift. Then select the + symbol

®] Mon 2506 Saved 1:00:00AM | 6:00:00AM| | 7:00:00AM | 10:00:00AM =]
D] Tue  26/6 New [#] [=]
2. An additional row will appear for that day. Enter the time of the second shift

9] Mon  25/6 Saved 1:00:00AM| | 6:00:00AM| |  7-00:00AM| | 10:00:00AM 200 [+ [=]
I D) Saved 6:00:00PM 11:00:00PM 500 [#] =]
Or if the second shift finishes on the following day:

) Mon  25/6 Saved 1:00:00AM | 6:00:00AM| | 7:00:00AM| = 10:00:00AM 800 [+ =]

O Saved 10:00:00PM 3.00 [+ =]

) Tue  26/6 Saved 1:00:00AM | 2:00:00AM| | 5:00:00AM 400 [#] =]

The University of Adelaide

Last updated July 2018

Page 5 of 8



Submit a timesheet in CAPS: for a Professional casual

Entering in one shift that runs over two pay periods.
1. Enter in your start time as normal. Make sure that you click Save for later so that your data is saved.

!"Select Another Timesheet

*View By | Calendar Period Previous Period MNext Period

*Date 28/04/2018  |[5) &
Reported Hours 0.00 @

From 28/04/2018 to 11/05/2018 '?
Add Reported

T Day Date Status Start Break End Break End Total Hours
) Sat 2814 New =
> sun 294 New =
O Mon 304 New =
o Tue 15 New =
O Wed 25 New =
O Thu 35 New =
) Fri 415 New =
) sat 55 New =]
o Sun 65 New =
) Mon  7I5 New =]
) Tue 85 New =
) wed 95 New =]
@) Thu 1005 New =
IID Fri 11/5 New 11:00pm I =l

Save for Later Submit Clear

2. Click on Next Period at the top of the timesheet page.

"Select Another Timesheet

*View By | Calendar Period Previous Period | Mext Period

*Date [28/04/2018 | &
Reported Hours 0.00 @

From 28/04/2018 to 11/05/2018 2

‘égfﬂmems Day Date 2:1‘:3:9“ Start Break End Break End Total Hours

) sat 284 New =
) Sun  20/4 New =
o Mon  30/4 New =l
o Tue 15 New =
i Wed 25 New =
o Thu 355 New =
) Fri 4/5 New =
i Sat 565 New =l
) Sun 65 New =
) Mon 75 New =
o Tue  8I5 New =l
o Wed 955 New =
) Thu 105 New =
») Fri 15 New 11:00pm =l

Save for Later Submit Clear
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Submit a timesheet in CAPS: for a Professional casual

3. Your saved data from the previous day will have carried across, so that it is viewable at the top of the
current pay period. You can then enter in your shift times as applicable. Click Submit when you are

finished.

Select Another Timesheet

Mext Period

*Wiew By  Calendar Period Previous Period
*Date [12/05/2018  |[5] &
Reported Hours 17.50

From 12/05/2018 to 25/05/2018 (2

‘éﬂfﬂments Day  Date 2:1‘:::3" Start Break End Break  End sztrasl

) Fri 15 Saved 11:00:00PM 400

> sat 125 Saved [ "1 3:00:00am] | 3:30:00aM] [ 5:00:00PM] 13 50|
=] Sun 135 New ' i i i |
) Mon 145 New
= Tue  15/5 New
2 Wed  16i5 New
) Thu 1755 New
o Fri 18/5 New
=2 sat 195 New
) Sun 2055 New
= Mon  21/5 New
2 Tue 225 New
) Wed 2355 New
o Thu 24/ New
2 Fri 2515 New

SaveforLater || Submit Clear

DNMNNONODODONOD0NMONDNNMM
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Submit a timesheet in CAPS: for a Professional casual

Check to see if there
are Exceptions
after you have
submitted the

Exceptions |2

Date

Personalize | Find | @l @

Exception Severity

10f1

The details of the Timesheet
engag.em.ent yOU are Professional Casual Employee ID 1225132 Contract Number 0001 . ] .
entering in details Casual Employes (Prof Stal) Employee Record 0 Activity Training Click Previous Period
for will be displayed Seloct Another Timesheat or Next Period to
here. “View By | Calendar Period | Frevious perio view timesheets from
“Date 280412018 [ different pay periods.
Enter the start time Reported Hours 0.00 jexer (1)
of the date on which /0472018 to 1110572018 (2
you Worked ‘ggiments Day Date Status Start I I Break End Break I I End I Total Hours If you are employed
= over multiple
) sat 2804 New 150 =] pt i
n men wi
Enter the Break start o1 New = engagements, you
time and Break end 0O won |30 New = ses/:Irevtlc?u;
time, if any o Tue 105 New = JO extjo
0O wed |2 New After you have clicked = displayed here so you
Click to enter a o) S New Submit, the status will B c.an nzwgate between
comment for any o S change from New to Needs = timesheets
day, which the -1 O P = Approval. Click on this link =
Timesheet Validator © Sun 65 New to view the Timesheet =l Enter the end time of
can view. e Mon 755 New Validator(s). = the date on which you
o) Tue 855 New = worked
Click Save for Later > Wed 955 New =
to progressive|y o Thu 1015 New =
enter in the times O Fi 115 New =
you have worked. \I SaveforLater  ff Submit ] Clear

Click Submit when you have completed entering in
the details of your worked hours for that time-period.

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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