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Brief Document Description 

Overview 
This guide is intended for Supervisors needing to change salary account, if/as required. 
 

About this Business Process 

This process replaces the previous paper based process to update/change salary accounts. 
Supervisors are now able to change their staffs’ salary account within the staff portal. 
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Steps  

Step 1 Login in to Griffith Staff Portal 
Step 2 Select Staff whose Salary Account needs to be changed 
Step 3 Update new Account Details 
Step 4 Submit Form 

 

 

Step 1 - Login in to Griffith Staff Portal 
Login to My Staff page. 

 

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

 

 
 

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

 
 
Alternatively you can select Employment from the left hand side navigation menu, and click My 
Staff Page under “Human Resource Management”. 
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A series of ‘tiles’ will appear on your Home Page once you have logged in to My Staff Page. 

 

 
 

This is a new process, to be completed by the Supervisor.  

 

Note: This replaces the existing paper based form, to update salary account changes. 

 

Click on My Team tile. 
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Step 2 – Select Staff whose Salary Account needs to be 
changed 
 

On the My Team home page, select the ‘Related Actions’ icon to commence the process.  
 

 
 
 
Select ‘Salary Account Changes’ Action within the ‘Related Actions’ pop-up window. 
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Step 3 – Update new Account Details 
 
Update the Costing Information section, with new account information. 
 
If you are using multiple accounts, ensure the Percent to Allocate sums up to 100%. 
 
Note: You can add up to 4 splits. If you would like to add more than 4, please enter additional 
account details (with Percent to Allocate) in the comments section below.  If you do select to 
provide more than 4, please note the 4th entry will need to be the percentage to add up to 100% 
and then provide details of 4th split plus others in comments section. 
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Step 4 –Submit form 
 
On confirming the salary account information, the next step is to ‘Submit’ form.  
 
There is a section to add comments, if any. 
 

Click on  to proceed.  
 

 
 
 
Click ‘OK’ on the confirmation screen. 
 

 
 

Further information 
 
Email:  hrservices@griffith.edu.au 
Phone:  373 54011 

mailto:hrservices@griffith.edu.au
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