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Navigation: PeopleSoft >Worklist

*Contract Option 14

Madify & Renew
Nexta>
Termination n
<= Search

Start Date 01012015

*End Date @

Justification for fixed term
contract category

Ithis appointment requires VC approval, please complete a VC Approval Template and attach
Add File Attachment

Your Comment: @ == Previous Submit

Create Modify and Renew Request

Form Finalised

Mame Posilion Hembe

Empéceyes i Position Tile  Research Ofces
oo i0 22972 Classification  Higher Educaton OMoe Lt &

Departmeat Dtstetrics and Gynascology - MSN

You have just SUBINTTED this form. This action passad tha fomm to
Human Resourcas for fariher procassing,

The Process

Visualiser screen
indicates who the
request has work
flowed to

Further Information

Renew a Contract:

Note:

All conditions within the current contract
remain the same. Only the end date of the
Contract is to change.

1. Navigate to Worklist in PeopleSoft.

2. Select the Staff Member from the
Worklist Items list you have received
the email notification for.

3. The Fixed Term Contract Review
form will be displayed.

4. Click *Contract Option and select
Renew from the dropdown list.

5. Click Next.

6. Inthe Request to Renew window
under New Contract Dates enter the
new end date.

7. Enter any justification text (where
required)

8. File attachments (optional).

9. Add comments (optional).

10. Click Submit.

11. Click Yes to route to the Approver.

12. The Form Finalised page is displayed.

13. Close the page or Sign out of
PeopleSoft.

If you require further information please contact the HR Service Centre at 8313 1111, complete the online enquiry form or view CRAFT

FAOs.
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