- THE UNIVERSITY OF

How to Guide — General Casual Time Entry -&- NOTRE DAME

A U S T R A L I A

2 7] e
| - 3 AusrRAHAr.f _L_‘_‘

Quick Reference Guide (QRG)
to be used for
training purposes

For General Casual Time Entry

This guide will demonstrate how to enter your time as a General Casual
on Our People Hub.
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To submit your timesheet: e - Staif portals e ORACLE PeopleSoft
1. VlSlt the UNDA Staﬁ POrta|S Dage Staff directery ) Information Technology and th [UserlD
and click on the PeopleSoft tile. Working online . Find out more about the IT change o
2. Click on the Our People Hub tile. Work v
3. Enter your Staff ID and Password. Szl,f::i:a"guage .
: : . PeopleSoft
4. Click on My Timesheets tile. T
5. Click on Enter Time tile. fecess

To access the system follow the links below and log in with your Staff ID and password.

e Our People Hub Employes and Manager Self Service Access

‘v Employee Self Service ‘

The Navigation is as follows

~ Staff Portals > PeopleSoft tile > Our -

My Timesheets

[ Enable Screen Reader Mode

*Selecta Job Adjunct ~

- People Hub tile > My Timesheets
tile > Enter Time file. [ My Schedule |
Please note: The Report Time tile = S —
lets you enter time from a DAILY ) i1 o O
view. The Enter Time Tile lets you 0

report over numerous weeks.

. .
My Timesheets My Payroll Personal Details

re

% a ©

031222 - 16112722

@ Reported 0.00 O
° Schtggled 0.00

Weekly Time Summary

ﬂﬂ


https://www.notredame.edu.au/staff/staff-portals
https://www.notredame.edu.au/staff/staff-portals
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Once in the Enter Time page

1. Ensure you are on the correct Fortnight.

2. Ensure you have toggled to the Correct Week
3. Click on Time Reporting Code.
4

T — © o s

E] 3 December - 16 December 2022  »

Standard Fortnight Sat.Fri
Scheduled 0.00 | Reported 0 Hours

0 .. ‘
H H <« Week1o0of2
Select Casual Worked as the Time Reporting S CSWRK - Casual Worked = 5=
Code.
5. Enter Time for the rest of the week.
« Week10of2 »
Scheduled 0.00 | Reported 0.00 Hours
*Time Reporting Code 3-Saturday 4-Sunday 5-Monday 6-Tuesday 7-Wednesday 8-Thursday 9.Friday
Scheduled OFF Scheduled OFF Scheduled OFF Scheduled OFF Scheduled OFF Scheduied OFF Scheduled OFF
Reported 0 Reported 0 ViR Reporied O Reported 0 Reported 0 Reported 0 Reported 0
CSWRK - Casual Worked v

Comments @ @
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Once in the Timesheet page, scroll across to
see the rest of the required fields:

1. Ensure you have the correct Department.

. . Override Reason Business Unit e Department a Project ID
2. Click the Look Up if you need to select an
alternative. ’ e
3. Use Project ID to confirm your Project. —_J—
Q| UNDA A2IN XXXXXX n + =]
* If you don’t have a Project ID, leave it as XXXXXX —
4. Click the Look Up to select an Alternative. Kook
5. To add another row, click the + Button to e lee 8 ,

add an additional row and repeat the Time ~ Search Results

Entry steps. = s5rows
ProjectiGrant < Description ©
161111 Commercial Short Courses
DRO00S S-SoM Chair Pall Med Re F00322
DROOOT F-SoM-Churack ChairChro FO0400
DuUooo1 F-SoM-GP & Pri Hith res FO0309
Duoo28 F-SoM-Med Students Assi FO0603
IR0652 SOM - SRA GSRAOT

IS ' ¢ Alllookups will present a list of possible values to
_@_ choose from with brief explanations of each code e urtekieidy Sau
P\ ~ Extra rows may be needed if you are teaching 2 s i
~ separate classes in a week
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Once in the Timesheet page:

1. If you wish to Add a Comment for your approver
to see, click the Word Bubble.

2. Enter your Comments.
Click Add Comment to submit.
4. EXit to go back to main screen.

w

Time Reporting Comments x

Comments related to Time entered for 05/12/2022
°Cornmm11 once entered cannot be altered or removed.

EJMﬂ“duy Add a new Comment JI
: o
Schaduled OFF
Reporied 0 Time Reportlng Comments °

Comments related to Time entered for 05/12/2022

00 Comment once entered cannot be altered or removed.

e Add a new Comment
i
’\ﬁi Comment

Enlered on 07/12/2022 8:59 AM by Enrique Maas
Sample
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Once you are ready to submit your timesheet:
. Click on the Submit button at the top right of the

1

screen.

_ _ Acknowledge Reported Time X

2. To Acknowledge Reported Time, click the Agree

Check Box. | confirm the hours and activities entered into this timesheet is a true reflection of my work

. . completed at the University in this pay period.
3. Click Accept and Continue. e "
. . o . - 1 Agree

4. You will then receive a Pop-Up Notification e

letting you know your timesheet has been Accept and Continue

submitted.

This will send your timesheet entries to your allocated a ‘ , _ )
~ approver for approval. Timesheet is Submitted for the period %

2022-12.03 - 2022-1216
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Once you have successfully submitted your
timesheet:

1. Return to My Timesheets Home Page. Job Title Adjunct

2. See the Updated Number of Hours Submitted
on the Enter Time Tile.

My Timesheets

*Selecta Job Adjunct v

03/12/22 - 16/112/22

0ooo @ Reported 4.00
oo
@ ® Scheduled 0.00
s
— ooo
oo

=)
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Your first point of contact is your Line Manager or Faculty Manager

Your second point of contact is People & Culture: p&c@nd.edu.au



