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Brief Document Description

Overview

Fortnightly staff are required to submit their adhoc claims worked for approval and submission
to Staff Services in the Office of HRM for payment. These timesheets are created by the
fortnightly staff themselves.

About this Business Process

The Adhoc claims Timesheet has been developed to replace the previous paper based forms for
the following:

o Overtime/Additional Hours

o Broken Shift Allowance

o Higher Duties Allowance

. RDO Earn, Take and Recall OT

Timesheets are created on a regular basis as work is completed each fortnight. This User Guide
details the process for the Adhoc Claims for fortnightly staff to create and submit their
timesheets.
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step 1 Login in to Griffith Portal

Step 2 Select Job Record and Timesheet

step 3 Various Types of Claims and how to enter
atep 4 Enter claim for hours and dates

2tep 5 Save Timesheet

2tep 6 Submit Timesheet

atep / Delete Timesheet

atep & Amend Timesheet

SUPERVISOR ACTIONS

Step 1 - Login in to Griffith Staff Portal

Open the Griffith Home Page. Click on Staff Portal in the top right hand corner of the screen.

Wy Griffith

myGriffith

Staff portal Contact us »

Search the site ‘ Q

FUTURE STUDENTS  CURRENT STUDENTS  INTERNATIONAL  STAFF  ABOUT GRIFFITH RESEARCH  ALUMNI

Log into the Staff Portal using your Griffith ID and Password.

W

Griffith Single Sign-On

Username

Password

login >

Code of practice

Infarmstion technology rescurces are essential for accamplishing Griffth
University's mission. Members of the University community are granted
shared acoess fo these resources an condition they are used in sccerdance

with the University's Information Technology

Code of Practics. This Code of Practioe applies imespective of where the
University informstion technalogy resources are acoessed and used, and
includes use at home. You can expedt sanclions if you act imespansibly and
disregard your cbligations under the Code of Practice. It is your
respansibility to become familisr with the Code of Praclice.
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The Staff Portal Page displays. My Staff Page can be accessed in two locations within the Staff
Portal.

The first location is by clicking on My Staff Page under “Key Services”.

W GriffithuniversiTy

e potad

ALt "Batect Omat ] Lopged In: Betra Masrie | Logens

Alternatively you can select Employment from the left hand side navigation menu, and click My
Staff Page under “Human Resource Management”.

Gnffith portal > Employment

Griffith Portal =
¥ Student
Employment
# Employment
# Human Resource Sysiem
# Ask HR Human Resource System

# Pay and bank detsils » My Staff Page
# Academic work at Griffith

# Conditions and benefits

# Staff development

* Forms. policies and procedures

A series of ‘tiles” will appear on your Home Page once you have logged in to My Staff Page.
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Home
Manage Delegation Approvals About Me Getting To Know Griffith
o
’L o :
8
Time and Absence Recruitment Training Performance
- -
2 ’
..-. d -'F-‘ ul I
Health, Safety and Wellbeing Reports and System Access User Guides My Team
Q00
000 V o

& The layout of the Time and Absence dashboard page has changed. The new page is divided
into two sections.

Left hand menu - lists all the menu items under each main heading. The right hand screen -
provides functionalities of the menu item chosen on the left hand screen.

On the Time and Absence home page, click on ‘My Time & Absence’ menu and select ‘Enter
Timesheet / Adhoc Claim’ sub-menu item.

(_3" My Time & Absence -~

My Absence | Leave

Enter Timesheet / Adhoc Claim

(2 Team Time & Absence v

“'g" Sessional Activity Rate Descri

Note: this does not replace the existing monthly timesheet that you currently complete as an xls
form.
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Step 2 - Select Job Record and Timesheet

If you have multiple jobs, the below screen will appear and all active records will be displayed.

Check that your Supervisor displayed is correct. If your Supervisor is incorrect, email
hrservices@griffith.edu.au before entering in any hours.

Report Time
Timesheet

Sarah Andrews

Select Job

sobTitle  p EMPY pepartment 1D Department bocaen Eligibility Group  Payroll Status  Salary Grade Step

iVenues Officer; 0 Qcm Queensland Conservatorium CAMSBC GENERAL Active HO4 3
Casual 1 QCM Queensland Conservatorium CAMSBC HRLY CAS Active DF
Self Service

Time Reporting

Select the job by clicking on the Job Title of the applicable Empl Rcd number.

Report Time
Timesheet

Sarah Andrews

Select Job

Empl Location 2 o

Job Title Recor Department 1D Department Code Supervisor Name Eligibility Group Payroll Status Salary Grade Step

|&=nues Cfiicerd o QCM Queensland Conservatorium CAMSBC GENERAL Active HO4 3
Casual 1 QCM Queensland Conservatorium CAMSBC HRLY CAS Active DF

Self Service

Time Reporting

Your timesheet will be displayed for the current pay fortnight period. You can select Previous
Period or Next Period or change the date in the calendar period.

. * .
(click refresh # to move to new calendar period).

Timesheet
Costing Details QCM1001000002200 100% Employee ID
. (Maximum 4 Displayed) Empl Record@
Actions~ :
Earliest 22/04/2017
Change
Date
Select Another Timesheet
*View By’ Calendar Period v
*Datd06/05/2017 |5 Next Job

Reported Hours 0.00
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Once you are in the timesheet you can also click on ‘Next Job’ to toggle through if you have
multiple jobs or use ‘Previous Job’ if you want to go to previous record.

Timesheet
Costing Details QCM1001000002200 100% Employee ID
. (Maximum 4 Displayed) Empl Record
Actions = Earliest 22/04/2017
Change
Date

Select Another Timesheet

*View By | Calendar Period % Previous Period
*

*Date D6/05/2017 |5 Mext Job

Reported Hours 0.00

Step 3 - Various Types of Claims and how to enter into
Timesheet

Note: A list of Time Reporter Codes available to each Workgroup is detailed in Appendix A.
ADDITIONAL HOURS

Enter in the full day hours of work for additional days/hours.

Leave the Time Reporter Code blank as this will be calculated by the rules attached to your work
schedule.

Timesheet

Costing Details DCB2000000002200 100%

Child Care Assistant Employee ID

(Maximum 4 Displayed) Empl Record 4

Actions~ Earliest Change Date 26/01/2016

Select Another Timesheet
“View By |Calendar Period ﬂ Previous Period  Next Period
*Date[3110/2015  |[5) %%
Reported Hours 3.00

From 31/10/2015 to 13/11/2015 (7

Punch

Comments Day Date: Reported Status In Lunch Return Out Total Time Reporting Code Quantity Date

&) Sat 3110 New [ v 3110 =
o] sun 111 New I V] 111 =
@ Mon 2M1  Needs Approval £:15:00AM| [12:00:00PM| [12:45:00PM| | 5:00:00PM 2007y v 211 =
® Tue 31 New [ V] 311 =
o Wed 411 New [ ~| 411 =
&) Thu  5M1 New [ ~| 511 =
o Fri 61 New [ v 611 =
o sat 7M1 New I V] 1 =
o] sun 811 New I V] 811 =
o] Mon  GAM1  New I V] 011 =
&) Tue 1041 New [ V] 1011 =
&) Wed 1111 New [ V] 111 =l
&) Thu 1211 New [ ~] 12111 B
o] Fi 1311 New I V] 1311 =

Save for Later @ Clear
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OVERTIME

Enter in the full day hours of work for overtime hours.

Leave the Time Reporter Code blank as this will be calculated by the rules attached to your work
schedule.

Note: Meal Allowance will automatically calculate so you don’t need to enter this.

Timesheet

Costing Deails DCE0O0000002200  100%

(Maximum 4 Displayed)

Ear
Sabect Anothar Timeshaet
“View By Cale -] ~] Frevious Penod  Nex Peniod
*Date 3110201 W
Reported Hours 825
From 31102015 to 13112015 (¢
Commerts Doy Dale Maporied Slabes In Lumchy Roetaurny Ot PUCH e Roporting Code Cuuantity Date
o g3 30 New V ) =
2 sn 1M Mg ] 4 =
2] Mon 11 Needs Approval H00-00AM| [1Z00.000M | 1245000M| | 7.0000FM ~ 2 g3l =
= e W New v w1 * =
ed 4 New ~ 4 * =l
E New = 7 & —
3 Fri Mo ~ & * =
B Sat Harw ~ L = =]
= @ Hitrn ~ an & =]
o . ¥ 5 - -
o @ e v 100 ] =]
(] v 111 3] =
(] ] 131 F =
v 1w # =

Save for Later Sutmd Cea

BROKEN SHIFTALLOWANCE

Only required to select the Time Reporter Code for the Broken Shift Allowance and enter in number of
Units.

Timesheat
e Costing Details DCE2000000002200  100%
Child Canm Assistard
{Mazisnumn 4 Displayed)
Actons Eanst Grangs Dol 25012016
Sobect Another Timesheot
“Wiew By ] Pruwvious Porend Mot Poriod
Reported Hours 0 00
From 341002015 to 1311172015 (3
A s Doy Dale Reporied States n Lush Reeturn out Purech Tie Reporting Code Quansity Date
=] Sat 30 New e =
o] s 1M New (EJ] =
0] Mon 2011 Msioeds Appeoal [+] =
= fue At New [E3] =
s} Wed @ New I = s E =]
(] The &M N | | i1 E3] =
e B BT New [ v 11 = =
o an 7 N [ | 7 E3] =l
(] T hew [ | a1 = =
3 Mon 611 Hera | | a1 [ =
(=] 6 W New [ ] 1w @ =
] ed  11H1 New [ | 111 [E3] =
(] The 1211 New | | 1211 [E3) =
(5] F: o Merw ~| 2 [ =
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HIGHER DUTIESALLOWANCE

Enter the Time Reporter Code for the Higher Duties Allowance. (Leave the number of Units blank and
the supervisor can enter in the amount as they now have access to amend the timesheet).

Timesheet
Costing Delaits DCER000000000200 1
Maximim 4 Displaysd)
Salact Ancther Timeshest
“View By Caendar Panod ﬂl Provious Penod oot P
"Date 3TAMS W
Reported Hours 000

From 31102015 1o 13112015 (2
N ante Day  Dale  Foeported Stats in Limch Feturn Out Pk porting Code Guantiy Date
) ’ Hw |
'w) " N V]
® Noeds Apgrova HDAAL - Highet Duty Alowance ]
Tue oW ~]
o Thu i hd =
e " " v v
- & New w
‘] New | an

Haw ] an

How ~|

hew hod
o Hew ]

~
Save for Luter Clwwr

T HERFERMNEFHNBR&ARFREMF

RDOTAKE

Enter the Time Reporter Code for the RDOT — RDO Take and enter in the units for hours taken.

RECALLOT

Enter the full day hours of work for RECALL OT hours. Enter the Time Reporter Code as this will be

calculated by the rules attached to your work schedule.

Timesheet

Child Care Assistant Costing Details DCBE2000000002200 100% Employes 1D
(Maximum 4 Displayed) Empl Record

Actions ~

Earliest Change Date 30/10/2015

Select Another Timesheet

“View BY |Calen Previous Period  Next Pericd

eriod |4}
*Date [31/10:2015
Reported Hours 1560

From 31/10/2015 to 13111/2015 (¢

A0 wents D3y Date  Reporied Status In Lunch Retum out Funeh Time Reporting Code Quantity Date
o] Sat 3140 New 3110
o Sun 1M1 New 111
=] Mon 21 Needs Approval {&1500AM| [12100-00PM| [ 12:45:00PM| | 5-00:-00PM| 2.00 ‘al
o] Tue 31 MNesds Approval 7.60) A1
@] Wed 41 New (™| 4
s} Thu 541 New v s
O E e e s
o] sat 7M1 New m
18] Sun  BA1 New &t
(o] Mon g1 Mew a1
o Tue 1011 New 1011
o Wed 1111 New 1111
[®] Thu 12111 New 12111
o] Fi 1311 New 1311

Clear

# =
=]

E3]
[E3]
# =
=]
=
=]

[E2]
[E3]
E3]
E2] =]
=
=
=

#
E3]
[E2]

Date Creat
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Step 4 - Enter claim for hours and dates

Required to enter in full days hours worked. Time can be entered in various formats depending on
the type of claim.

Note: Do not enter in hours for a Public Holiday unless you have worked on that day.

Timesheet

Costing Details DCB2000000002200 100%

Child Care Assistant Empioyee ID

(Maximum 4 Displayed) Empl Record 1

Actions~ Earliest Change Date 26/01/2016

Select Another Timesheet
“View By |Calendar Period & Previous Period  Next Period
“Date[31H0/2015 |57
Reported Hours 50.00

From 31/10/2015 to 131112015 (7

Add Punch

Comments Day Date Reported Status In Lunch Return Out Total Time Reporting Code Quantity Date

] Sat M0 New [ v 3110 =
o sun 1M New [ V| 111 =
@ Mon 241 Needs Approval 15:00AM| [12:00:00PM| [12:45:00PM] | 5:00:00PM 8.00] v 2111 =
@ Tue 311 Needs Approval 815:00AM| [12:00:00PM| [12:45:00PM] | 5:00:007M 200 v 311 =
o] Wed 411 Needs Approval 15.00AM| [12:00.00PM| [12:4500PM | 5.00.00°M 200 & 411 =
o} Thu 811 Needs Approval 815:00AM]| [12:00:00PM| [12:45:00PM] | 5:00:00PM 8.00] ™ 511 =
] Fii 61 Needs Approval 15:00AM| [12:00:00PM| [12:45:00PM] | 5:00:00PM 8.00] v 611 =
o] sat 7M1 New [ v 711 =
o] Sun 811 New [ v 311 =
o} Mon 911 Needs Approval 8:15:00AM]| [12:00:00PM| [12:45:00PM] | 5:00:00PM 2.00] ™ 911 =]
o] Tue  10M1  Needs Approval 15:00AM| [12:00:00PM| [12:45:00PM] | 5:00:00PM 2.00[ v 10041 =
o} Wed 111 Needs Approval 15:00AM]| [12:00:00PM| [12:45:00PM] | 5:00:00PM 200 v 1711 =
o] Thu 1211 Needs Approval 15:00AM| [12:00:00PM| [12:45:00PM] | 5:00:007M 200 v 1211 =
o] Fi 1311  Needs Approval 15.00AM]| [12:00.00PM| [12:4500PM | 5.00.00°M 200 & 1311 =

Save for Later @ Clear

Time Format

Times can be entered in either AM/PM or 24Hour format, for example:

8am can be entered as “8” or “8am”

8:30am can be entered as “8:30" or “8:30am”

12 noon can be entered as “12” or “12pm” or “12:00pm”
4pm can be entered as “16” or “4pm”

4:30pm can be entered as “16:30" or “ 4:30pm”

12 midnight can be entered as “0” or “12am”

To enter additional hours/selection for another Time Reporting Code for the same day, click
on right hand side which will create a new row for that date.

To enter an allowance there is no need to enter any times. Select the Time Reporter Code only
for the allowance for the relevant day/s.

10|Page
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Adding Comments:

To add comments in relation to the times worked, click on the comments bubble on the left

hand side next to the day listed.
Note: all parties can view the comments.

Comments screen will display.

=} Saved 00 00AM] 1200 00PM [124500PM | 50000PM 325 v w1 [F =
Actions~
Note
Comment history cannot be altered or removed. Once you select OK to leave the page or select Apply for one or more entered comment, you

will not be able to alter or remove those comments later

Comments related to time entered for 16/11/2015 Personalize | Find | View Al | Y| & First ‘&' 10f1 ‘&' Last

User 1D DateTime Created Source Comment
25/11/2015 9:14AM  Time Reporting
Add Comment
OK Cancel Apply

Enter your comments in the Comments box.

Click “OK”, to save or “Cancel” to go back to the timesheet.

Deleting Entries

If you make a mistake or need to delete the row of hours you have entered.

Click on the [=! button on the right hand side, then press either Save for Later or Submit.

Save for Later Submit

Repeat Step 4 for each of the days for your claim before entering the next stage of your claim.

Date Created:
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Step 5 - Save Timesheet

If the details of the timesheet are incomplete, or they are complete but you do not wish to submit

. . . S for Lat . .
the timesheet for approval at this stage, click on the ave forLatet button which will allow

your timesheet to be saved in its current state. The timesheet can then be completed at a later
date.

Below is a timesheet showing time at various stages - Approved, Saved, Denied and Needs Approval
(Submitted).

Timesheet
Costing Details Employee ID
{Maximum 4 Displayed) Empl Record
Actions~ Earliest Change Date 14/11/2015
Select Another Timesheet
*“View By |Calendar Period ﬂ Previous Period  Mext Period
“Date[14112015 |5 Previous Jot
Reported Hours 8825
From 14/11/2015 to 27/11/2015 (2
A0 pents  Day  Date Reported Status In Lunch Return out Punch Time Reporting Code Quantity Date
o Sat 1411 Ney [ V] 14111 =l
O Sun 15111 Approved 8:00:00AM| |12:00:00PM | 12:30:00PM| | 3:00:00PM G,SD| V\ 1511 El
O Mon 6/11 Denied 7:45:00AM| 12:00:00PM | 12:45:00PM| | 5:30:00PM 9.00 | V‘ 1611 E|
O Tue 17n Denied 7:45:00AM| 12:00:00PM | 12:45:00PM| | 5:30:00PM 9,0D| V\ 1711 El
D Wed 1811 Approved 7:45:00AM| 12:00:00PM | 12:45:00PM| | 5:15:00PM 8. ?5| V‘ 1811 E|
O Thu 191 Needs Approval 8:00:00AM| 12:00:00PM | 12:45:00PM| | 2:00:00PM 5,25| V\ 1911 E|
D Fri 2011y Needs Approval 8:00:00AM| |12:00:00PM | 12:45:00PM| | 2:00:00PM 5.25 | V‘ 20111 E|
O Sat 21171 8:00:00AM| 12:00:00PM | 12:45:00PM| | 3:00:00PM 6,25| V\ 2111 El
o sun 2211 [ v 22111 =l
Q Mon 2311 8:00:00AM| 12:00:00PM | 12:45:00PM| | 5:15:00PM B,ED| V\ 23 El
D Tue 24111 Needs Approval 8:00:00AM| |12:00:00PM | 12:30:00PM| | 5:15:00PM 875 | V‘ 2411 E|
O Wed 2511 Needs Approval 8:00:00AM| 12:00:00PM | 12:45:00PM| | 2:00:00PM 5,25| V\ 25M1 E|
1] Thu 26M1 Needs Approval 8:00:00AM| |12:00:00PM | 12:30:00PM| | 3:45:00PM 725 | V\ 2611 =
O Fri 21 Needs Approval 8:00:00AM| 12:00:00PM | 12:45:00PM| | 5:15:00PM B,ED| V\ 2m1 E|
Save for Later Submit Clear
Timesheet Status types are:
Reported Status | Description
Saved Timesheet has been placed in ‘Save for Later’ mode by employee.
Needs Approval Timesheet is ‘Submitted’ and with Supervisor for approval.
Approved Timesheet is with Staff Services for payment in the next available pay
period.
Denied Timesheet will not be approved and will not be processed.

12|Page
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Step 6 - Submit Timesheet

Once rows are ready for submission for approval select the Sl button near

the bottom of the timesheet which will workflow your timesheet to the appropriate Supervisor
for Approval.

| Mon @11  Needs Approval 8:15:00AM]| [12:0000PM] [ 12:45.00PM| | 500-00PM 800 v /11 =
] Tee 101 apgroval £:15:00AM]| [12:00:00PV] | 12:45:00PM] | 5:00:00PM .00 v 1011 =
) wed 1111 £:15:00AM]| [12:00:00PM] [12:45:00PM] | 5:00:00PM 2.00] v 11111 =
o Tha 1211 5:15.00AM| [12.0000PM] [12 45.00PM| | 500 00PM 800 v 1211 =
(] 8 =

roved
Fri 13Mm Approved 15:00AM| |12:00:00PM)| | 12:45:00PM| | 5:00:00PM S,OI]‘ V‘ 13
Save for Later Clear

Step 7 - Amending a Timesheet

Both Staff member and the Supervisor are able to amend a timesheet in any status. Before
amending the timesheet you should speak with your supervisor or enter in a comment in the
comment field which is located on the left hand side of each line. (See Adding Comments in Step 4)

Actions =
Note

Comment history cannot be altered or removed. Once you select OK 1o leave the page or select Apply for one or more entered comment, you
will not be able to alter or remove those comments [ater

Comments related to time entered for 16/11/2015 Personalize | Find | View Al | £ | J_,. First ‘&' 10f1 ‘&' Last

User ID DateTime Created Source Comment

25112015 2:14AM  Time Reporting

Add Comment

OK Cancel Apply

Once a comment is entered the dotted lines display in the bubble to indicate an entry.
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Step 8 - Deleting a Timesheet

Both Staff member and the Supervisor are able to delete a timesheet in any status. If you delete a
timesheet that has been fully approved, this may create an overpayment if the timesheet has
already been received into Staff Services for processing and if you delete it, this will automatically
reverse the original payment.

] Thu

19/11

Approved

] Wed 1811 Approved 2:00:00AM| |12:00:00PM| | 12:45:00PM| | 4:00:00PM

&:00:00AM| |12:00:00PM| | 12:45:00PM| | 4:00:00PM

7.25(

7.25(

1811

19/11

=

Click on the =] button and then click submit to delete the times.

SUPERVISORACTIONS

A series of ‘tiles” will appear on your Home Page once you have logged in to My Staff Page.

Click on ‘Approvals’ tile.

Home

Approvals About Me Getting To Know Griffith

Recruitment

Manage Delegation

poy

Time and Absence Training Performance

User Guides

Health, Safety and Wellbeing My Team

Q0
Q00
00

Reports and System Access

T4|Page
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Click on ‘TLReportedTime’ menu on left hand side of the screen, to view Timesheets.

£ Home Pending Approvals ® ™
View By | Type & -
@ o i
Al Woows
i s TLRepostedTime 261 TLByPossiSupersissr ar Rodted
roan?
TLRepoctedTime 341 TLByPosnSupervisa n Reutedt
04207
TLReported Tine 24§ TLEyPosABUpDFASHr an Rouited 3
D07
TLRaportedTime 351 TLBYPosSuparvisor e |3/ 1 Reuted
080472087
TLReportedTime 26 { TLByPosnSupervsar -1 Reuted 5
ogoe2mT
TLReported Time 22 1 TLByPosnSupervisor o Routed 5
0027
TLReported Tinse 1T 7 TLByPosnSuperasor fan Rounted
00017

To action a Timesheet to Approve or Deny, select the staff member’s timesheet and their timesheet
will display.

Approve Reporied Time
Timesheet Summary

Employee Selection

There were no employees found with Reported Time to spprove bssed upon your selection criteria

Change View
View By Week Include Absence ¥ Show Schedule Information
Date 07/04/2017 ’:J Previous Week Next Week
Employees For Brett Archer, Time Needing Approval From 03/04/2017 - 09/04/2017 Personalize | Find | {71 10of1

Time Summary | Demographics | [F=0)

Hours
Select Last Name First Name  Employee ID Empl Record ”°"";r§'v:§ REF;“';:.EI_‘S‘ """‘El‘i’é“‘fr‘: Excepfion h’:";;;fgv‘:d Approved or Denied Hours
Submitted
O 0 0000000 0000000  0.000000 0.000000 0.000000
Report Time

Approve Absence

Supervisors can:

e Override the GL costing on the timesheet
e Amend the timesheet and submit on behalf of the employee
e Approve or Deny a timesheet

4 My Approvals Timesheet

Timashaet

Camcni Cating Details 100%
Masimum 4 Dingasyecy
Acsan=

Seleet Anatier Timesheet

Prevos wd Paricad
T
Reparied Hours Qo0
From 2803017 o QFrReR01 7
s egeriea a4 i g Cade Chuacaty Soaed o [*

oo s e ]| 1 + =

2 tiam ~| (3
i i ~] ) —
The e ] +! =]
+ iam ] s + -

tiam ] L s 2
Ved Yo ] T . =

" - 7| - ¥ 4 +

Approval
S e

Absence Erors
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Supervisor has access to amend/delete timesheets even if fully approved.

Amending or deleting approved timesheets will automatically recover any payments which have
already been paid.

Click on the on the line on the timesheet, the Time Reporter Code and hours disappear.

0 Hon 1 ( v ONTASK @, (AEST @, 1940 i
O e a0 wwE w0000 1000 | 23000P] | SO0 700[CNOAY-om PSNONTASK (G, (AEST @ 2010 |

Once you have altered the timesheet.
Click ‘Submit’. This will then change the entry from Approved to New.

1 6] (6] 6 1) G LE |8 |45 150 Sl it

If claims are pushed back or denied from the supervisor, the employee will be required to delete the
row, save and re-enter time and submit.

D w ::-‘1@ SOLIA 130000 200N SO 700/ -Sutandu Cher . V) PIIONTASC [0 ST Q M0 @
O Wed 2410 Denied TO000AM SO00PM 1000 C'\"“B'IR-l\lw:iEludeﬂtandf\lcﬁr&hatv‘ PANONTASK QL [4EST @ im0 E &
Further information
Email: hrservices@qriffith.edu.au
Phone: 373 54011
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Appendix A: Time Reporter Codes

Work Group Time Reporter Code/s
Childcare Staff BRKS2 — Broken Shift Child Care
HDAAL - Higher Duty Allowance
MEAL — Meal Allowance

RECAL — Recall OT

RDOT - RDO Take
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