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Figure 1: Home > My Administration > Bulk General Timesheet

2. Select BulkGeneral Timesheet

General Timesheet

) enter an empiavee Umeshet

Existing Timesheets

. Not Submitted (0 timesheets)

Submitted (Not Approved) (0 timesheets)

¥ -

. Rejected (0 timesheets)

Current as at - | 04-SEP-2020 T Leave Blank 10 display all Timeshests

Figure 2: Bulk General Timesheet Summary

Web Kiosk User Guide

The menus below the heading Existing Timesheets can be expanded by clicking on the Expand All

option or by clicking the plus sign L=l to expand individual menus.
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1. Before creating a new bulk timesheet and with reference to Figure 2 above, you will need to:

- Enter a date in the Current as atfield that will encompass the timesheets you need to

enter

- Select Click to enter an employee timesheet
2. You will then be presented with a current list of staff who work in your area and have valid
occupancies. The list will look similar to the screen shot in Fig 4. Select a staff member by

clicking on their Person Id number.

General Timesheet

Active Jobs Displayed
Current as at: 04-SEP-2020

Please select the employee you wish to enter a timesheet for

- Al02-

. Azsociate AEE. Workplace
1 o | ot | Duck Donald CEE O s oo Toam | casn 2104
e 000-
Associate ASE. Workplace A102-
1 2 | 04 | e com————— gs0es0 | Lo pom roteee= | casw 2104
=iz 4 0000-
Assocists BEE. Workplacs Gl
1 8 | 01 | e ——— CEE O s oo Toam | casn 2104
e 000-

Figure 3: Employee Selection List

3. After selecting a valid job, the General Timesheet will display. The timesheet can be

separated into 3 sections:

General Timesheet
Job  Position  Position : Employrment Accoumt  Contract
No Mo Title SchoollSection s Start Date End Date No H A
Associate  AKE Work Casual A102- ot o
04 650650 Assocats . ASE Workplace Suparvisiig  17-0CT-2018  30-SEP-2020 3104 35
Teachess  Leaming Team Teacher 0000 k
: apich am
Start Date for Timesheat: 04.SEP.2020 0
New Timesheet for Duck, Donald (11130589) Status = NEW
Work Date Units Pay Coda
F |
B | \ | =
| {
o]
| ] [
[ 1053] | [ e
] I ——"
— 4 | . -
(5] | ] [
Timesheet Summary Detalis e
# Show Job 4

Figure 4: General Timesheet Entry
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Section 1-Job details
Provides is a summary of the employee’s job information and the start date for the timesheet.
Section 2- The timesheet entry matrix

I The delete button will delete the entire row of the timesheet

T The Work Datefield 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 Start and End
dates of the job. After entering the date, if you use the Tab button the keyboard, the
Day will appear.

9 The Unitsthat you enter are appropriate to the pay code. The units will be hours in
decimal format. For example 1 hour and 15 minutes will be 1.25 units or 1 hour and
45 minutes will be 1.75 units. To enter whole hours, you only need to enter the
number eg 3 or 7, you do not need to enter 3.0 or 7.0

9 Toselect a Paycodeclick on the down-arrow icon E.' beside the field. This will open
a pop-up window that will display all the available paycodes. To select a paycode,
click on the paycode and this will place the paycode into your timesheet.

Section 3- The Timesheet Summary details

The summary can be viewed by clicking on the show joblink or by clicking the plus sign
As shown in Figure 5, this provides you with a summary of the timesheet. You can include comments
for the approver by adding them to the optional comments box at the bottom of the form.

Timesheet Summary Details

hub 04

This Timeshees
JobNo Poskion Title Py Code AwardClass/Siep  Pay Rate  Units  Indicetive Vol ||/
Tetals for Job 04 \
Timoshest 10 be approwmd by

Add optional comments
for the approver:

Remainder of Allocated Estimate
Unks Indicative Value

Figure 5: Timesheet Summary Details

4. Select Saveafter completing the timesheet. You will receive the following message.

General Timesheet

Timesheet for Duck, Donald

Done. Timesheet details have been saved.

Back to Employee List
Back to Timesheet List

Figure 6: General Timesheet Saved

At this point you can return the Employee List to enter a timesheet for another employee (Figure 3),
or you can go back to the Timesheet List (Figure 2).
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5. Selecting Save and Submiwill elicit the following message:

General Timesheet

Timesheet for Duck, Donald

Cunz_ Tiroesheel detais have besr seved and submitisd for apoeova

Figure 7: General Timesheet Saved and Submitted for Approval

Any warnings received will not stop the timesheet from being submitted

Timesheet Maintenance

Web Kiosk User Guide

Maintenance can be performed on the timesheets from the timesheet list. To remove one or more
timesheets, select the Deletecheckbox against the timesheets that are to be deleted.
Select the Delete Timesheet®utton below the listed timesheets. A dialog window will be displayed

to confirm the deletion.

Existing Timasheets
Expand AR | Collapas AN
1 Mot Subeiled (3 lmesheets)
o dib Job No  Emgleyee No  Masne StutDate  Envd Date Total Ungs Subid Appr oves Dedoto
B3t 01 HESD18 Bobars, Garigld B1ALbum 30-MAM-2003 12-FEB- 2000 76 [[]  HES015 Boyroll, Geotewy |
832 o HESO27 Krsten, Gary 30 AN-2009 12.FEB-2000 78 1 HESD15 Boyrolt, Gaotrey N
B34 o1 HESO34 Sahxa, Momoko 30-344-2009 1 2-FEB-2000 74 [l HESD15 Boyuod, Geoteey ||
| Mk Al Tnesheets Sutnd Selected | Defete
! for Subeission I I Te L
Subenitted (Mot Appe
Fecard iU Job No Exvd Date Total Unts  Type Delete Usisabundt
B34 )] 20-JAN-2000 76 New [ I
26 o1 20-1AN-2000 68 New 0o n
m o o J[ con ] 09 20-4AN-2008 0 wess [ [
28 1} 09 20-0AN-2000 66 Upaansg ) 0
129 o1 HESOZ7 Hrsten, Dary 16-JAN-2009  20-UAN-2000 69 P [
830 m HESIR Hamemond, Wally J0-JAN-2009 12-FEB-2009 79 New 13} [l
Detetn | I Unsuzed
Termshesty Terwshewts

Figure 8: Deleteing Timesheets

Click OK to confirm or Cancel to cancel the deletion. If clicking OK, a confirmation message will be

displayed:
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Paeson HES0O1, Brian Laa
ot 01, Top Manager
General Timesheet
Currortas ot Eum Slank 1o display all Timesheets
Microsofl Inlernet Explorer
LM L0 Bssr G0 ampliges tknmasnes ch
Succanet Tirmsbest dlanges Daers appied,
Existing Timesheets .a e
Expand All | Collapuw All
= Nt Subanitted |2 thneshoets)
fecotil D Jub Mo Emgloyes No  Hame St Date  En Dite Total Uis Salarit Approver Desate
13 n HES00) SephenWaugh 18-DEC-2007 20-DEC-2007 21 rl HES10000 Top Marsger |
124 0 HES00?  RahulDvaws  17-DEC-2007 20-DEC-2007 28 [71  HES12000 Lewst i Mansasr [
Nk Al Tmscheets Sttt Seectnd [
for Subsrinyion Trreatoets Troesents |

Figure 9: Delete Timesheet Success

Submitted and Rejected timesheets cannot be edited directly. Only Not Submitted timesheets may
be modified. To change Submitted or Rejected timesheets, they must first be switched back to a
status of Not Submitted. This can be achieved by Unsubmitting the timesheet - this option is only

available for Submitted / Rejected timesheets.

Select the Unsubmitcheckbox against the timesheets that are to be unsubmitted, then click the
Unsubmit Timesheetdutton below the listed timesheets. A dialog window will be displayed to

confirm the unsubmit.

= Rt Sutunimod (2 tmeshiests)
Hecord D Job No Employee Mo Mame Stat Date End Dot Total Vs Sutat Approver Dedete
122 m HES003 Etephen Wau, C 3 O
124 o0 HES007  Rahil Destd Cl
2 e Unafonst | tresheet? Dutee
,‘./ 00 SUre you Wont 20 tinechwsts
e 4 ot Approved (1 tomes (e ]
Becotd i Joh Mo Employes Ne  Name Stt Date End Do Total sty Type [iedete  Unstiturn
22 0 HES002 AlanBorger  17-DEC-2007  20-DEC-2007 28 New 1 ®
Tiveshests Trrenhents

Figure 10: Unsubmitting Timesheets

Click OK to confirm or Cancel to cancel the unsubmit request. If clicking OK, a confirmation will be

displayed.
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Ferson: HESDD1, Brian Lara
At 0F, Tep Naneger
General Timesheet
Cument az at m Laave Blank % display &b Timeshests
A Suctaes) Termebent changees have bese: st
Existing Timesheets
i A0 1 Cobgior Al L]
= Not Subamtted (3 tmesheets)
Record Il Job Mo Employes He Marne StutDate EndDate  Totalliats Subent Appt over Dedetn
a8 0 HESDOZ Al Bordet AT-DEC-2007 20-DEC-2007 28 [l MED10000 Top Marsaget Ll
123 o HESDD3 Etaphan Waugh 1E-DEC-2007 20-DEC-2007 H [0  HES10000 Top Menagst il
14 0" HESO07 RahulCramd  17-DEC-2007 20-DEC-2007 28 [ HES12000 el Morpaee  []
Mark A) Tinscheets ’ l Sutend Sewected J l Lesme J
%1 5 ) T ot Tim
< Subunitted (NGt Apps oved) (0 timesheets)

Figure 11: Unsubmit Timesheets Success

To stbmit one or more timesheetsselect the Submitcheckbox against the timesheets
that are to be submitted. Click the ‘Submit Selected Timesheets’ button below the listed
timesheets. A confirmation message will be displayed.

Person HESDO1, Brian Lara
S 01, Top Manager

General Timesheet

Cutrert asal. | [il] Lews Beank to Sspliey all Timeshees

Senvcn]

g srdnr -

\-A Scomss! Trmshent changes have been apphed,

=

Existing Timesheets

Exgrand Al | Collapse AN

= Mot Satenttod] (2 mesheets)

Bacold i Job No Esrgdayes No Hamne Stan Dt EndDate Total ks Subost Approvee Dulean

LK 01 HESG0Z  AlanSaroer \7-DEC-2007 20-DEC-2007 20 [ HEZ310000 7% Manausr 0

143 = HESO03  Weoph Stephen Rodger 18-DEC-2007 20-DEC-200% 21 0 O
Desets

e B - R

Figure 12: Submit Timesheet Success

Timesheets that have been unsubmitted and subsequently re-submitted will be highlighted in the
Submitted section as updated.
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Persont HESOOY, Brian Lara
Joiy O, Top Manager

General Timesheet

Cutrert os o (7o :l Leawe Blank 1o drpiay 8l Timesheels
| Saerch l
gk 1Q sripran ompkaes ll'.b-l sel Cl Xt ln Lopy s lD :-.‘“'

Existing Timesheets
Capransd ANl | Collapse AN

(£ Not Sabenitod {2 temeshests)
S Subritted (NOt Appe oved) (1 Tiimas heet)

Rocord D JobNo  Ewmgloyes o Naine Staet Daan Fol Date Total lhits  Type Dolote  Unsubouit
124 m HESOD? Rahui Drang 17.DEC-J007 I0:0EC. 2007 28 Updatod l &
0“; o v.m Lol
Tonostwate | | Teeshests |

Figure 13: Timesheet Summary - Submitted Timesheets

View/Edit a Timesheet

To view or edit a Not Submitted timeshegtlick on the appropriate Record ID link. This will re-
display the job selection screen. Any jobs for which entries have already been made in the timesheet

will already have the Select checkbox checked. These selections cannot be unchecked. However,
additional jobs can be selected to be included in the timesheet.

Parstes HESDOT, Detan Lata
Jotx 0N, Top Menaper

General Timesheet

WModty Thnesheet for Waugh, Stephen Rodget (HES000)

Camront as at 0 1L.JIR.- 2008

Job Postion  Position Etnploytisent Accouwn Contract
Salect L No Titte CLovel Siatirs Awud Chassification Start Date Bl Dite ﬁm"' Hows SOV
1 01 MESII000 Lewal!  MES Projects Cleved Permanent  Exsculive Manager 01-34N-2006 31-DEC-2049 123456 W0 HEE1000¢
Minager 100
Maoager
o] 02 MESI2110 Employes MES Projects Clevel Casual Adminkstraton Clancal 01.8€P- 2007 31-DEC-2049 AV 374 MEBI2I00
Award Officor Level2
Managsr
[ SetectaliJobs |
[ Contirsn | [ Giwar |
Backio Emploves Lig
Rackio Timeatnet gl

Figure 14: View or Edit a Not Submitted Timesheet

If the employee has only one job at the recorded Start Date or all jobs already have entries in the

timesheet, the job selection screen will not be displayed. Instead, the timesheet entry screen will be
displayed directly.
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Pergons MET0 12, e Srenert
01 D1, Level 2 Manager

me_MEWWMHEEW

Adnn Cfficer  Mgher B Servaes Pragect I averd WEE] Cawfeaser OL-AL-700% 21-00C-20%

Start Date for Tumesheet: 10-14AY- 2010

Status « new

waarz0n |EEE M0 o3 |Bmw |BlRioe |3 2 =
3 E] sarzon [SINITe [ex |Hwxn S |3 = K 3 |
g 8 B | | L 1| H
g 8 BN = A | E-| [ @ b
g 8 - [ (- - i s |
[E5) [ Soengsbn ) (Fetes | [ Eipadresesns sgzszan ) [Coned)
Temesheet Summary Detads

gnmnﬁ— det of Acated

mwmmm -m-— Units Leticatove Valus
W s /et e 0,923 1000 REERSEE ¥ I ]
Yoas'nv .bem B0 21441 -—-—

Figure 15: Timesheet Entry Display

The timesheet entry screen can be used in the same way as when first entering the timesheet.

Submitted Timesheets

On submitting a timesheet, it will be split into a separate entry per job as each job may have a
different approver.

General Timesheet

Current as at; I:I v| Leave Blank to display all Timesheets

Click to enter an employvee timesheet Clickto copy atimeshest

Existing Timesheets
Expand All | Collapse All

- Not Submitted (2 timesheets)
- Submitted {Not Approved) (3 timesheets)

Record I Job Mo Employee No  Name Start Date End Date Total Units  Type Delete  Unsubimit
124 01 HE=007 Fahul Dravid 17-DEC-2007 20-DEC-2007 28 Updated Pl il
441 01 HES003 Waugh, Stephen Rodger  01-JUL-2008  04-JUL-2008 & Mew | P
441 0z HES003 Waugh, Stephen Rodger  02-JUL-2008  02-JUL-2008 & NEYS Pl Pl
[ Delete } [ Unsubmit }
Timesheets Timesheets

[+ Rejected {1 timesheet)

Figure 16: Submitted Timesheet with Different Approvers
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To view a Submitted or Rejected timesheetick on the appropriate Record ID column.
This will re-display the timesheet entry screen in a read only mode. Only the timesheet entries
relevant to the selected job will be displayed.

Web Kiosk User Guide

Fesos “E35 L1 Aec Sievert

XO: GL el T Maracer
Grrvernl ) eyt
& -l low = e & Saracan St Eeae s ol 2t Anerd ~251 Cosmfcntes 332000008 5050206
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Sulmuttad | mmesheet lor Gesfirey Soycott (MESO1S) Status = SURMITTED
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H-RR-008 LS =
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o
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Figure 17: View a Submitted or Rejected timesheet

To unsubmit the timesheetclick the Unsubmitbutton. This option will only be available for
Submitted or Rejected timesheets.

Once a timesheet is approved, it will appear in the Timesheet Historyption, which is available from
the menu.

Copy a Timesheet

Bulk timesheets also includes a facility to copy timesheets. To copy a timesheet record, a Start Date
must have been entered. Select Click to copy a timesheeatnd the following screen will be displayed:

Person: HES012, Alec Stewart
Job: 01, Level 2 Manager

General Timesheet

Current as at: 10-Jul-2010

Copy From Copy To
employee: | Zlemployees |
Back to Timesheet List
This page was preduced May 24, 2011 08:50 am by program WEKE2ZED (ravision 12.5)

User Preferences

Figure 18: Copy a Timesheet
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To select an employee to copy frofie. a current team member having a timesheet covering the
selected start date), enter the required employee or select from the Copy From Employee drop
down list and the following screen will be displayed:

Person: HESO12, Stewart, Alec
Job: 01, Level 2 Manager

2 List Of Values: Employee - Microsoft Internet Ex... |Z||§||z|

hes testing of links

- »
General Timesheet '\-) Sk \_) D @ :] ) Ssarch I'%.

Current as at: 10-JUL-2009 Lixt OF Values: Employee
e | (Fnd) (Gose)
Employee: | |j Employee: .
ol R e e
Back bo Timeshest List HESO20  Langer, Justin  Technical Higher Ed Services
Lee Consultant Project

Thiz page was praduced Mowernber 02, 2010 07:34 am by prog|

Iser Preferences

@ Done ‘ﬂ Local intranet

Figure 19: Select an employee to copy from

To select an employee to copy {ae. a current team member), enter the required employee or

select from the Copy To Employee drop down list and a dialog screen will be displayed similar to
Figure 19 above.

Select a Copy To employee tab off the Copy To Employee once an employee number has been
entered and a summary of the Copy From Employee’s timesheet(s) by job will be displayed:

Person: HESO1Z, Stewart, Alec
Job: 01, Level 2 Manager

hes testing of links
General Timesheet

Current as at: 10-JUL-2009

Copy From Copy To
Employee: |HE5EIZD |j Employee: |HE5015 |j
Record ID |Start Date| End Date |Total Units|Copy to Jobh No
Description
Technical Consultant Higher Ed Services Project #+# 10-2UL-2009 14-A0G-2009 43
Copy Timesheet
Back to Timesheet List

Figure 20: Copying a Timesheet summary

Enter a job number for the Copy To Employaginst one or more of the Copy From job summary
lines. Alternatively, select from the Copy to Job No drop down list and the following screen will be
displayed:

Revision 1.0 v19 Page | 11

Last Modified 08 September 2020
Asset id= 149877



Charles Sturt
University
Web Kiosk User Guide

Person: HESO12, Stewart, Alec
Job: 01, Level 2 Manager

hes testing of links
General Timesheet

Current as at: 10-JUL-2009

Copy From Copy To
Employee: [HES020 ﬂ Employee: |HESO15 ﬂ

s e

3 List Of Values: Job - Microsoft Internet Explorer, E

Qe - © - [¢ @ & ) search

nits|Copy to Job No

01 Technical Consultant Highl | ﬂ
List OF Values: Job il I:I
Copy Timesheet % | [_Close ] ]
Back to Timeshest List
Sachin meshest L POSITION NO|PDSITION TITLE|CLEVEL
This page was produced Noverber 0 01 HES12220 Supervisor Higher Ed Services Project =
]
User Preferences &] Dane % Local intranet

Figure 21: Copying a Timesheet - Job Selection

Each Copy To Employee job can only be assigned to one job summary line.

To copy the Copy From Employee’' s tlicketlelapet entr i
Timesheetbutton. This will open the timesheet entry screen and load it with the Copy From

Employee’s timesheet details but against the Copy To Employee:

Parsons WESDLZ, Semart, Mac
2ok 1, Level 2 Marager
s tegha of ks
lGenerd Tmesheel
Hmm_mmmmmmmm-
01  MESLZZ20 Sugervisor  Mghar Ed Serekes Profect Femwent €S S DE-MN-2002 91-TEC-245 WEST0H Terd e,
i Sackr vy
Start Date for Tamesheet: 10-JUL-2009
sheet for Boycatt, Geolfrey (HESD15) SRatys = NEW

10-XL-2009 | B0 | Sinco j.| (s 1M |
g @ 12083000 ]_H"' 705,03 Sl [ Boco |e = o |8 =
g B swos |[EE" jwe M Hux s = T 2
g B oros |[EE" jew [Hirew Howx s 3 o |8 L
g B jvasan | BE" jeown Bz [How e = TR =

Figure 22: Editing the Copied Timesheet

From this point, the process operates as per a standard General Timesheet entry.

However, an important point on the copy is that the entire timesheet will have been copied for the
Copy From Employee job and may include entries that are prior to the selected start date. These
entries will need to be corrected or removed from the copied to timesheet.
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