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Introduction

A casual staff member may receive an offer and request more information. The Casual Coordinator can
change details of the offer before it is re-sent for further approval or, if no changes are made, send the offer
un-changed back to the casual staff member.

Procedure

Request more information process

1. When a casual staff member selects request for more information it is mandatory for them to enter

a comment in the comment section.

Employment Acceptance Form

Conguatulations, you liave recelved an offer of casul employment 2 » prolesional stll member (HEO Leve! 5 ot the period between 1 Hovernber 211 an 1 Noversber 2018 in
the Professions Office at warsity of Adelaids. T for the g activity: CAPS 217, ting to Ms Danise.
French and working batwean 0 and 25 hours over the coursa of your smployment, unlass otherwisa agraed with the Univarshy.

The terms and conditions of this offer of amplayment are set aut in the attached document datad 27 March 2018 from Human Resources:
Offe of Casual Employmsnt

1 you have quesions relating t your smpioymen, or you bslievs the smploymer: details are incorrect, please select Tsques: Mors Information'. This will 36nd » requast back 1
your y deleg: you pe information in the Your Comment box 10 enable 8n appropriate response.

Please only salect 1 Decling” f you no longer wish to taka up this employment with the University, s this action will permanently canclude this offer of smplayment

Once you have accepted, you will receive an emall with a copy of the employment detalls for your records.

@ I have read, understood snd sccept ih y

ot

Nagd mare clariication on the engagement haurs

B e e

2. The Casual Coordinator will receive an email which displays the information requested by the casual
staff member. The Casual Coordinator will address the query via email or phone call and, based on
that discussion the Casual Coordinator will either

e resend the offer to the staff member with no changes
e modify the offer and resend for further approval

casualemployment@adelaide.edu.au

ion regarding their Offer of Casual Engagement

~ . 1 E UNIVERSITY
Casual Automated Payment System % DELAIDE

27 March 2013

has requested more information regarding thelr offer of engagement. Thelr casual engagement is
propased to start on 1 November 2017 in Professions Office.

Reason for requesting more Needmore onthe ]

Please contact the candidate directly to address their query; note they cannot view the comments made by the approvers.

To reissue the offer ta the candidate with ar without a modification, please login into CAPS and search for their engagement
via "Review & Manage Inflight Offer”. Any amendment will require further approvals.

The University of Adelaide, AUSTRALIA 5005

Nofer Please da not ropy fo ihis emai. This malbox doos ot allow ingoming messages

(CRICOS Provider Numbear 00123
IMPORTANT: Thia motege may cotai condertil el ivieged el I you tink 1 was san o you by mikshe lesse dlte
il copies and cvise the sender FnrlnopuvpooescflﬂeSPAMAcrm s emai & suthorised by The Liiversity of

CRICOS PROVIDER 00123M

adelaide.edu.au Last updated June 2018 seek LIGH|




Action a Request for more information

Resend the offer to the staff member with no changes

If no changes need to be made following the request for more information, the offer still needs to be re-sent

to the casual staff member by using the link in the e-mail or:

1.

Changes to an offer following a request for more information

Search for the engagement using the person’s name, University ID or the engagement ID

Review/Manage Inflight Offers

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Engagement ID I
Emplayee ID[ begins with_+ |
First Name| begins with |
LastName| Degins wilh_+ |
Preferred First Name| begins with

Status[= V] ]

[case sensitive

——— 2
Clear | Bssic Searcn ' Save Search Crieria

On the engagement details page, click on Resend Offer

Engagement Type: Academic Professional
Start Date 0110412018

End Date 010422019

FunctionCode  Other funcion

Department 6760 Student Administration
Supervisor 1000428 Andrew Austin

Timesheet Validator 40935 Wiark Sandon

iorkwillbe) South Australia

undertaken in:

Account  FundCode GLDept Campus Project
12141 12 284 01 15117226

English Language Teacher

Activity
Classification

salary step

Hourly Rate
Estimated Total Hours

Total Estimated Cost (incl. oncost)

Project Description Percen:

Wawson Incident G33

Resend the offer Modify & Resend the offer

Testing
HEO Level 5
Step 1
4530
3675

5192143

itto Allocate

100.00

A prompt window will appear to check that the request has been discussed with the casual staff

member. Select Yes if you are sure that no details need to be changed.

Message

Send the offer back to the candidate without a modification? (29300,271)

Ifthe candidate had any questions regarding the offer, please ensure their query has been answered

Note: Once you click Yes the offer will be sent to the casual staff member without going through
additional approval processes.

Before re-sending the offer to the casual staff member, changes may need to be made to the offer. These

changes can be made from the engagement details page.

1.

Search for the engagement using the person’s name, University ID or engagement ID

Review/Manage Inflight Offers

Enter any informatian you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Search Criteria

Engagement b begins nih ]|

Preferred First Name| begins with +

status| = v [

[ case sensitive

p— ]
Clear | BasicSearch (& Save Search Criteria
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Action a Request for more information

2. Onthe engagement details page, click on Modify and Resend the offer
e

Protescinsl Enghah Laaguaga Teachar

5117228

»»»»» -
3. Click on Yes if you want to continue with making amendments

4. Once the necessary details have been changed click on Resubmit.
o |

e Opeme S Cmmm———— Note: You can change any of the
— S i) | | o details in this section. It will be re-sent
— B to the approver for re-approval if;

Superasor Estimated Total Hours 3675
Timeshest Total Estimated Cost (incl oncost)  §192149
validator

e You are making changes that
will impact the engagement
o — e It will affect the budget

- coweots | If the Changes you are making do not

Wark will be
undertaken im:

Percent to Allocate

riptio
1 2141 o 18 Q284 Q01 | 15117226 @ Mawson incident G33 10000 [#] [=

affect either of these, the offer will go
straight to the staff member not for
re-approval

You will not be able to make changes to active staff member’s contact details as they will need to
update those changes themselves through SSO.

5. You will be prompted to double-check that you want to make the changes.

The pop up box will give you details of if it will be sent for re-approval or if it will be sent straight to

the casual staff member
Function Code Research only anclion i Rppropriate Gualifications Held? @ Yes Olia 1

and approval, befors the offer is reissusd to the candidate

Message

Are you sure you want to submit the request? (29300,312)

The offer will be reissued to the candidate with the requested changes.

6. Advise the casual staff member of the outcome and that the original offer link is invalid and they will
need to accept the offer from the revised link.

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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