Electronic Timesheets



Step 1 – Click on the hyperlink “Click here to add a new timesheet”
Step 2 – Enter in the Start Date (beginning of the pay period)
Step 3 – Click on Find Employee Jobs button
Step 4 – Select Job, if multiple jobs take extra care in selecting the correct job for the hours to be entered. Click Continue button 
Step 5 – Enter work date, hours worked per day and Paycode. Select Paycode by using the drop down box. The pay codes available are – 
SAL – used for all ordinary hours worked up to 7hrs 
OT15 – for the first 3 hours 
OT2 – for any hours thereafter
Overtime will only be payable if approved by your Manager and only if it meets the provisions as stated under the EBA. 
LRA – Library Roster Allowance (Only available for Library staff)
Note – Hours worked should be rounded to the nearest 15mins – 
15mins = 0.25
30mins = 0.50
45mins = 0.75

Step 6 – Click Save if more hours need to be added. Click Save and Submit if all hours have been entered correctly. 
Once Timesheets have been submitted they will go through the normal approval process. Once approved, the timesheet will flow through to the payroll system ready for processing in the payroll. 
Supervisors should approve or reject timesheets within 24hrs or as soon as practicable. Supervisors are unable to make changes to timesheets so if they are incorrect the timesheet should be rejected. The staff member will then have to re-enter and re-submit another timesheet for approval. 
The cut off time for approvals all electronic timesheets will be 10.00am Thursday morning on the off pay week (Canberra Time)
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Once submitted timesheet will be shown in the Submitted section as per the below screen shot 
)
How do Supervisors / Managers approve Electronic Timesheets?


Step 1	Click on Record ID number to view timesheet
Step 2	Review all work dates and hours entered are correct. 
Step 3	Scroll down to Approval Status and use the drop down box to Approve / Reject/ Escalate timesheet
Step 4	Click Update button to send timesheet to payroll (only if approved). If timesheet is incorrect and Reject status has been selected, the timesheet will be sent back to the staff member for resubmission. 
NOTE – Supervisors / Managers don’t have access to make changes to staff timesheets. If they are incorrect make sure you Reject the timesheets and inform the staff member. The staff member will then have the opportunity to resubmit the correct timesheet for payment. 
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