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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 casualengagement.

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
—— enoreomar | cins , g to be saved for later action.
« - Prior to initiating the casual
engagement you may wish
s rendami Sevadls | TempareyOeegeten to use the CAPS Engagement
3 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 | Studest ID ¥ ; — Employee ID
st s of Birth

Prefermed Fast Hame
(Othor o Provious Last Name
(2.9, 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.

Initiate a new Casual engagement
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Initiate a Professional Casual Engagement in CAPS

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

Initiate a new Casual engagement

“Employes | Sudent 10

oR

Prederned first Hame

Wikam
Behware

2amansel W

Othes or Previous Last Hame |

(.5 Maidun)

[ seamn | Raseltha aids

No Results matching the search criteria

Initiate a new Casual engagement

William Schwarz
Emplayee D HEV(
Dote of Birth 240311957

Engagementid 417

“Emal Ty “Emall Rdirase,

Suama

6. Bothinitiating and creating a new person will take you to Engagement Details page. Enter in the email
address and phone number of the person you are initiating.

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

‘Casual Engagement Details

Ei Type: O i ® professional

@] English Language Teacher

Start Date Activity
Pl ————1
End Date [ o Classification =
Function Code | Otherfunction - 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 v
undertaken in:
Account Code
Fast Entry Account  FundCode GLDept Campus Project Project Description Percent to Allocate.

1]

a [ ol a &  Ja

o000 = =

Enter in the details of the;

e Start and End date
e Function Code

e Department

e Supervisor

e Timesheet Validator

8. Under Activity, type in a description (max 30 characters) of the type of work the casual will be undertaking (e.s.

course code).

Casual Engagement Details

Emgagement Type:

Start Date

End Date

Fencton Code

Deparment

O acasemic ® professional ) Engisn Language Tesches
I Acaity Train ]
Classificanen TREO Levels o
[Cherndion <] Salary Stap | -
2150 £, ECAUS Rosaich Hourty Rate
1000283 Denise French Estimated Todnl Hours 3760
1072073 4 Stephen McGovem Total Estimated Cost {incl oncost) $0.00
[ Soun rustrana =
famtLatry Account fundCode GLOsot  Campus  Proseot Presect Oencription Parcentic Alcceis
a a a a a 100.00, &l | (=]

1
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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.

W
Engagement Type: O Academic @ Professional O English Language Teacher
Start Date & Activity
End Date [H Classification -
Function Code | Other function v Salary Step
Department Q Hourly Rate
Supervisor Q | Estimated Total Hours. I
Timesheet Q Total Estimated Cost (incl. oncost) 50.00
Validator
Work will be South Ausiralia »
undertaken in:

|Account Code
East Entry Account  FundCode GLDept Campus Project Project ipt 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 Projectsections.

I Work will be | South Australia v| I l The project
undertaken in: . .
description
FastEntr_t Account Fund Code GL Dept Campus Project Project Description Percent to Allocate WI”
I ) <+——se—+-——————— automatically
 Add File Attachment generate
based on the
project code
: . _ . o - you enter.
11. Add supporting evidence using the Add File Attachment button under Account Code.
' Timesheet [1000015 ', John Bowie ! g
Validator
Work il be
undertaken in:
| Account Code
East Entry Account Fund Code  GL Dept Campus Project Project Description Percent to Allocate

A&
1 021 | 41 Q412 @ oo |@ [71111950 @ Heritage_Workplace 100.00]| [+ [=]
givng

Add File Aftachment

~ Comments

| L]

File Attachment
Help

Mo file selacted.
GCancel

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

engagement.

T RO T

[Accoont Code

EasiEnin  Assowni  [undCode GhUsW Cameus  Proiesd Prsiesi Descrigtion  Percen lo Allocaie
1 o21 a4t ez g oo jaf7imese Q:w‘:&auz_\\‘mma(! 100.00] [+]| (=]

g
A0 File Amachent
- Camments

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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