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Accessing Timesheets

1. From the Home menu, select My Pay

Charles Sturt

University

[ ome |

My HR
My Leave

My Pay -
o data to display

CWaciuse R N RNl Casual: Gym Supervisor (637221-01) v

<
~

2. Select Timesheets > General Timesheet

g AR DS PR Casull Gy Supenisar (537221-01) -

® Home  Payol Detalls | Tenoshests

Link 1o MyGov website

RS—
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The General Timesheet menu will display

The sections below the heading Existing Timesheets
can be expand by clicking on the Expand All option or
by clicking the plus sign * to expand individual menus

¢ Not Submitted — Timesheets that have been saved
by the user but not submitted to the approver

e Submitted (Not Approved) — Timesheets that
have been submitted for Approval

o Rejected — Timesheets that have been rejected by
the approver
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General Timesheet
Click here to add a new timesheet
Existing Timesheets

Expand All | Collapse All

I+

[+

B

Not Submitted (0 timesheets)

Submitted (Mot Approved) (1 timesheet)

Rejected (0 timesheets)
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Entering a Timesheet

Click on the link to Add a new timesheet.

General Timesheet

Enter a Start Date for the timesheet

The Start Date is the earliest date that can entered
onto a Timesheet. PLEASE NOTE: You cannot
enter a date that is earlier than the contract Start

Add New Timesheet

Date

Start Date

Find Employee Jobs

Back to Timesheet List

4. If you only have one active contract, Web Kiosk will move automatically to the next screen. Otherwise
click on Find Employee Jobs where a list of current jobs within the parameters of the start date will
display. Tick the box against:

¢ all your available contracts by clicking the Select all Jobs button
¢ an individual job by clicking the tick box beside the appropriate job.
Click the continue button.
General Timesheet
Add New Timesheet
Find Employee Jobs
Select :?)b Eoosltmn ?&:rhon School/Section Iég{:ulzyrmnt Start Date End Date azcount Approver
111443
Casual: D55, Student Casual A318- Sports and
(] 01 637221 Gym Support and General 07-JAN-2020  07-JAN-2021 5016- Aquatic
Supervisor  Representation 69488 Complex
Supervisor
653235
Casual: DVCRe, Public and el RO712- Seniar
(] 02 663212 Research Contextual General 02-DEC-2019  30-NOV-2020 328- Lecturer in
Assistant Theology 0000- Animal
Mutrition
Back to Timesheet List
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5. After selecting a valid job, the General Timesheet will open.

General Timesheet
Job Position Position 1 Employment Account
No No. Title School/Section Status Start Date End Date No Approver |
653238
Casual: . RO712- Seni
DVCRe, Public and Casual -
02 663212 Reslearch Contextual Theology Genaral 02-DEC-2019  30-NOV-2020 828- Lc!\:’[.,llrel'
Assistant 0000- n Anima
Nutrition
Start Date for Timesheet: 04-SEP-2020
New Timesheet Status = NEW e
Delete Day Units Pay Code Repeat
| 0 | -
[ o | -
[ 0 | -
[0 | -
| 0 | -
[ O | -
[ o | =
[ 0 | -

IWhen pressing Save and Submit, please wait for confirmation or instructions
L

[Timesheet Summary Details

# Show Job 02

Save and Submit Add a Row o

6. The timesheet can be separated into four sections:

Section 1: Your Position Information

Section 1 is a summary of your information, including your general information, the Start Date for the
timesheet and the calendar you have selected for this timesheet.

Section 2: The new Timesheet.

Button D will delete the entire row of the timesheet

The Job No column will only display if you have selected multiple jobs (not currently shown).
Enables you to select a job number for the work date entry.

The Work Date field can be entered by typing or selecting from the calendar button. This date must
be from the start date of the timesheet and within the selected Calendar dates and the Start and End
dates of the job. After entering the date, if you use the Tab button the keyboard, the Day will display.
The Units that you enter are appropriate to the pay code. Generally, the units will be hours in
decimal format. For example, 1 hour and 15 minutes will be 1.25 hours/units or 1 hour and 45
minutes will be 1.75 hours/units, otherwise enter the whole number e.g. 3 or 7
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e To select a Paycode click on the down-arrow icon beside the field. Select from the available paycodes.

@ List OFf Values: Pay Codes - Google Chrome = O X
25 csug.ascenderpay.com/ords/wss_csuq/WK8276SATS.L...
' ESPR2 =
(250+ Candidates)
ESSUP Exam Supervisor

ESTRN Exam Supervision Training

N032 Practicum, E Child/Primary, TAS, DD
NO33 Practicum, Teach Co-ord
N045 DOE Psychology Supervisors

OFF-C Work was performed off campus

ON-C Work was performed on campus
FDV Leave - Work was performed off
OXOFF b
campus
FDV Leave - Work was performed on
OXON
campus
PAN Pandemic Timesheet Payments

4

Section 3: Saving and Submitting your timesheet

Button Function

Saves the timesheet. This allows you to return to the timesheet later to either add or
delete entries.

—

Save and Submit Saves the timesheet and also submits the timesheet for approval.

Refresh will update the timesheet. If you added some information that is not
Fefresh displaying the in the Timesheet summary details and you don’t want to save the
timesheet, click the refresh button to update the information

Add a Row Adds a row to bottom of the timesheet.

Cancels any entries made. Then takes you back to the initial General Timesheet
screen (Fig 4)

Cancel

Section 4: Timesheet Summary Details

The summary can be viewed by clicking on the show job link or by clicking the plus sign *. This provides
you with a summary of the timesheet. You can add further comments for the approver by entering them into
the optional comments box at the bottom of the form.

Hidla Joby 02

Including This Thnmshest

This Timesheet I
Position Title Pay Code AwtcdClassSSiep Pay Rate Units  Indicative Valoe | ] Uniss Indicstive Vislue
Totals for Job 02

m S O UOR LRI AV T A

Add opGonal comments
for the approver

Job No
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Modifying a Timesheet

Before a timesheet is approved you have an opportunity to make modifications to the timesheet. Any
timesheet that is sections Not Submitted and Submitted (Not Approved) can be modified. You can also
modify timesheets that have been Rejected by the approver.

1. Modifying timesheets that have not been submitted
From the General Timesheet List page, select the Record Id of the relative timesheet from the Not
Submitted section. This will open the timesheet, and you can make any necessary modifications.
Modifications are made using the same steps you would use to create a timesheet, as outlined in
previous sections.

General Timesheet

Existing Timesheets

Not Sutenitind (1 timesheet)

Recoed 1 S0ty Mo
o O4-SEP-2020 04.SEP- 200 175

+ Submitted (Rt Approved) (1 imosheet)
. Rojectod |0 timeshosts)

2. Modifying timesheets that have been submitted but not approved
From the General Timesheet List page, to modify a timesheet that has been submitted but not yet
approved, first you must unsubmit the timesheet:
o Tick the box in the unsubmit column for the appropriate timesheet
o Click the Unsubmit button.

You can also click on the Record ID number and unsubmit the timesheet by clicking the Unsubmit
button, as illustrated below.

The Submitted timesheet will be moved back to the Not Submitted section of the General
Timesheet Summary page. Select the timesheet to make required modifications and re-submit
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3. Modifying timesheets that have been rejected by the approver
From the General Timesheet List page, unsubmit the timesheet that has been rejected by your

approver

o Select the box in the unsubmit column for the appropriate timesheet

o Click the Unsubmit Timesheets button.

Web Kiosk User Guide

You can also click on the Record ID number and unsubmit the timesheet by clicking the Unsubmit
button as illustrated below. The submitted time sheet will be moved back to the Not Submitted
section of the General Timesheet Summary page. Select the timesheet to make required

modifications and re-submit.

General Timesheet

Existing Timesheets

|

. Not Subwmnitted (1 tGimeaheet)
Subemitted (Not Approved) (0 timesheets)

Rejected (1 timesheet)
Record 1D Job Mo Start Date
0 07-SEP-2020

End Date
07-SEP-2020

Total Units Duolete  Unsabenit

)

Detata Timashaats

-

Ursubmill Timasheats
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View any pending timesheets (timesheet that are still to be approved) from the Pending Requests
accessed via the Global Menu

a Harrison, Ford John »

# Pending Requests

# User Preferences

Or from My Favourites on the Home menu @ Logout

A Home

No data to display

Approve Transactions = Current Payslip Leave Requests

View Rejected General Timesheets under the My Requests heading

My Requests
=2

General Timesheet

13171 F e 03 T 3 - = - SFEP. L Y nokex
140358 h,,,,j;,:‘r ord 1 04-SEP-2020 08-SEP-2020 Pm!:lvl;L_Fccd 003 Thia t,t,EE‘_TWES!'EETVr'};ctd wis rejected on 04-SE] : I Rejeciad

You can delete the timesheet by clicking the tick box under the Delete column and selecting the delete button. PLEASE NOTE: you can only delete timesheet from
My Requests, you cannot unsubmit them.

You can view the detail of the timesheet by clicking on the Record ID number, which will then open a pop-up window with timesheet details. See sample of depicted
screenshot below.
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Pending Transaction

Person ID - Name

Job ID 01

Harrison, Ford John

Occupancy Type  Substantive
Position Title Casual: Gym Supervisor Emp Status CASG
School/Section DSS, Student Support and Representation
Commence Date  07-JAN-2020
Termination Date  07-JAN-2021

Work Date Day Units Paycode Rate Override Attachment Name
07-SEP-2020 Mon 1 TIM

TOTAL 1

Timesheet Summary

Job No Position Title
CSU/GSR02/01 259200 1.00

Totals for Job 01 1.00

01 Casual: Gym Supervisor  TIM

Table Name WEB_TIMESHEET
Description  General Timesheet
Record Id 129015134
Created Date  04-SEP-2020
Approval Id 111443
Appr. Title  Sports and Aquatic Complex Supervisor
Appr. Status  Rejected
Appr. Level 1
Viewed Comments [

| Comments  003: This WEB_TIMESHEET record was rejected on 04-SEP-2020. |

e | Do | e | coe |

Account# A318-6016-69488-

This Timesheet
Pay Code Award/Class./Step Pay Rate Units Indicative Value

25.92
25.92

Including This Timesheet

Units

Remainder of Allocated Estimate

Indicative Value
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View Timesheet History

1. From the Home menu, select My Pay > Timesheets > Timesheet History Extend Report

D Papsbip Histary{Email) B

2. Select View Report. All timesheets during your employment with CSU will display in this list.

Web Kiosk User Guide

MY TIMESHEET HISTORY (REXD003004)

Created on : 14 SEP-2020 19:04:22  Last Edited on : 14 SEP- 2020 11:23:.49

MY TIMESHEET HISTORY

Job School/Unit | - Contract/Pasition Wark Date Pay Codn Pay Description Session Subject Units Pertod End Date

o0 SX. Seodent Lie Casodd Wheancy Asustant 22/UB2024 ONT Work wat perfocesed on campul 2 290872624

['H] XK. Shudent Lbe Camsat Vibrancy Asastant 200082024 an-C Work wes performed on campus ) 29002024

n O Futurw Sautent Engmt & Uni Everrte Cavn Student Ambavsadar 1660 NG Work wes performed o camput 4 204204

01 O Futurs Stadent Enget & Uni Bvants Casuit Studemt Ambacssdor 082024 ONC Work was perfocmed on Camput 1 2970072024
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3. Filtering Your Timesheet History

You can filter your timesheets in several ways:
e Click on the relative heading and select from the list provided e.g. Job 03
e sort on a field by selecting one of the _ icons

e create a control break by selecting the E button. The control break function groups the data by the column

selected

e  Enter a value into the Filter box e.g. OFF-C, then select ‘Go

Web Kiosk User Guide
TIMESHEET HISTORY (AWMOD4)

Q~ G

SchoolfUnit

Ealth Sciences

Falth Sciences

=alth Sciences

Falth Sciences

MY TIMESHEET HISTORY (REX0003004)
Created om ; 14-SEP-2020 11:04:22  Last Edited on ; 14-5EP-2020 11:23:49

MY TIMESHEET HISTORY

. . a Row text contans ‘off-¢’ m

Modify the number

of records displayed

Job School/Unit | Contract/Positien Work Date Pay Code Pay Descrigtion Session Subject Units Period End Date
n CX, Future Stugent Engmt & Uni Events Casust Ssugent Ambassador 23082024 QFFC Work waz performed off campus 448 29/08/2004
ol
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e Select Actions > Filter

MY TIMESHEET HISTORY

A -

Job School/Unit |= HE et e
02 S¥, Student Life Casual:
02 SX Student Life Casual; = Rows Per Page >
01 CX, Future Student Engmt & Uni Events Casual: ‘;5 Format >
m CX, Future Student Engmt & Uni Events Casual: @ Flashback
o C¥, Future Student Engmt & Uni Events Casual: H i
m CX, Future Student Engmt & Uni Events Casual: B Reset
m CX, Future Student Engmt & Uni Events Casual:

@ Help
o C¥, Future Student Engmt & Uni Events Casual:

&, Download

e Select the report column that you wish to filter on: eg Work Date

Filter

{1 column E row

Column Operator Expression

400 | |-
Displayed
Job

School/Unit Cancel m

Contract/Position
Work Date

Pay Code |

Pay Description
Session

Subject

Units

Period End Date

You can then use the % as a wildcard to enter your filter.
For example, to see all the timesheets for your Position with ‘student’ in the position name select:
e Column = Contract/Position

e Operator = like
e Expression = %Student%. Click Apply
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Fillet
1) Cotumn EI Row
Cotmn Oparator Eaprezzion
ContractPoston ke S 50e00%

This filter has reduced the results to this employee’s Job 01 only
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MY TIMESHEET HISTORY

B - -

. [V} Contract/Position lke SeStudent®’

Achomns v

Job School/Unit |~ Contract/Position Work Date Pay Code Pay Description Session Subject Unit Period End Date
0 CX_ Future Student Engmt & Umi Events Cazusi: Sudent Ambessador 23082024 OFF-C Work was performed off camous 445 29/08/2024
0 X Future Stodert Engmt & Uni Events Cazual: Student Ambassador TR082022 ON-L Work was performed an campust a5 26/00/2024
0 CX Future Student Engmt & Uni Events Coangal; Shuient Ambaisador TR0 ONL Work was parformed an campus 1 012872004
o O Future Student Engmt & Uni Events Castnl: Shudent Ambassacior 4082024 ONL Work was performed an campus ! 29902024
0 CX. Future Student Engmt & Uni Events Casial: Student Ambassador 070872024 ON-C Work was performed an compis 2 13/00/2022
n X Future Student Engmit & Uni Events Canual: Studdert Ambassadar 160872024 oNC Woek was performed an campus B 25082028
Revision 2.0 Page | 14

Last Modified 02 April 2025
Asset id= 149867




e Other ways to filter report results are to select any column header, then make a selection
from the data provided. So by selecting Work Date, then in the last Month
for example
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S

Last Year
Last Month

Last Week

Last 2 Days
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