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Introduction

When a casual coordinator has amended an academic schedule the approver has the option to approve
either individual Academic Schedules or bulk approve multiple Academic Schedules.

The bulk approve process should only be used when you do not need to check all the details of the amended
schedule.

Procedure

1. From the CAPS SSO dashboard click the Casual Engagement tile, then click the Approvals tile.
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2. Click on Academic Schedule Changes
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Note: You cannot bulk approve from the All section only from Academic Schedule Changes or
Casual Engagement.
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Bulk approve changes to the Academic Schedule in CAPS

3. From the Pending Approvals screen you have two choices of how to bulk approval:

e You can either click on the tick boxes next to the individual Academic Schedule Changes that you

need to approve or;

e click on the tick box at the top to select all of the Academic Schedule Changes.

You can refine your list by Requester or date by clicking on the filter icon.
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Academic Schedule Changes

Academic Schedule Changes
1000586

Academic

Academic Schedule Changes
1000598

Academic

Academic Schedule Changes
1001642

Academic

Academic Schedule Changes

1000449

Academic

1787104
Sciences Faculty Office
01/02/2018 - 01/02/2019
$2,909.63

1847105

Student Administration
01/12/2017 - 01/12/2018
$5,806 33

2171107

Sch of Animal & Veterinary Sci
06/05/2018 - 31/12/2018
$1.451 58

10/110

Faculty of the Professions Off
01/01/2018 - 01/01/2019
$636.29

4. Once you have made the selection click Approve.
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5. The Mass Approve pop up box will appear. Add a comment if required and click Submit.

Cancel Mass Approve

pprover Comments

Academic Schedule Changes
1000586

Academic

1787104

Sciences Faculty Office
01/02/2018 - 01/02/2019
$2,909 63

Academic Schedule Changes
1000598

Academic

1847105

Student Administration
01/12/2017 - 01/12/2018
$5,806.33

Academic Schedule Changes
1000449

Academic

M0/10 o,
Faculty of the Professions Off
01/01/2018 - 01/01/2019
$636.29

6. A notification will be displayed on the screen confirming the approvals.
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Contact Us

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

You are about to approve the following 3 request(s)
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Academic Schedule Changes
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[0 Academic Schedule Changes

1000605

Academic

Academic Schedule Changes
1001448

Academic

Academic Schedule Changes
1221234

You have approved 3 transaction(s).

1547114

Dental
01/12/2017 - 01/12/2018
S7,374.20

252115

SATAC

01/01/2018 - 31/05/2018
$265.12

5707124
Petroleum Science
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