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Review and Approve/Deny a Sessional Timesheet Amendment

Introduction

This guide will show you how to review and approve or deny a sessional timesheet amendment if you are a final approver. You
will receive an email notification when there is a sessional timetable amendment pending your review and approval.

Step 1: Navigate to the Staff Portal

o Click on the My Staff Page link.

[y Griffith iyt Stafportal Contact us

Logged in:
Supporting students > l Key Services
Maintenance is being undertaken across our end-of-trip facilities

throughout our campuses during September to November
Work > Griffith Experts >

Employment > Leaning@Griffith >
Learning and teaching >

Research > a My Staff Page >
Finance > My hmnance Page >

Computing > Key performance reporting >

Buildings and grounds > Search the Staff Portal Worklist >

e e el Start typing one or more terms to see all matching links from inside Staff Portal Staff email >
IT Self Service Portal >
System availbility notices %:]} Staff announcements S
IT Service Centre >

Key services and applications > Portal not displaying correctly? EOY Finance Cut Off Dates Student system >
IF you encounter problems using the Staff portal or PeopleSoft systems please clear your browser's cache.

Community, welfare, recreation >

Safety, security and emergency >

© pQInvoices (with a valid Q) number) and the necessary approval and/or receipted for payment wil be
For instructions on clearing cache or other browser settings, please visit Support and FAQS. processed if received by (OB — Friday, 8th December

Worklist and reports > Experience at Griffith >

— o Payment Requests with a status of ‘Approved where supporting documentation s electronically attached
Organisational units > Chrome Update ssue will be processed i submitted by COB — Friday, 8th December GSafe >
Are you having problems after a Chrome update? o Concur & Travel Advance Req a status of Approved
Check your pop up blocker settings and permissions to allow your trusted sites. documentation is electronically attached will be processed if submitted by GOB — Munday 1
— Safe campuses >
Maintenanca calendar .
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e Click on the Approvals tile. Approvals

o You will see all your pending approvals.

Pending Approvals

View By | Type
@
7 rows
ﬂ Absence Request Routed
22/01/2024
Change of STD hours
i Routed
2+ Extend Fixed Term Contrac 00012024 >
"~ Online Engagement Routed N
31/01/2024
TLReportedTime Routed N
31/01/2024
Routed
31/01/2024 >
Routed
31i01/2024 >
TLReportedTime Quantity for Approval 2.00 Hours Routed 5
_ 05/02/2024 - 07/02/2024 08/02/2024

Step 2: Review the Timesheet Amendment

o Click on the applicable TLReportedTime item.

»
22072024
20012024 >

Routed
IMP024

Routed
3012024

Routed
oz *

Reuted
Iz ¥

080272024
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e A Timesheet Summary will appear. Click on the applicable Last Name to review the timesheet.

< My Approvals Reported Time

Approve Reported Time
Timesheet Summary

» Employee Selection

Change View
View By Week Include Absence Show Schedule Infermation
Date  07/02/2024 K Frevious Week Next Week

Employees For BB Time Needing Approval From 05/02/2024 - 11/02/2024

‘E‘ a] 1101 v
T G ‘ Cemographics Iy
Select Last Name FirstName  Employee ID Rm H':::;"v:: R'p;::: s:ha::::: Exception Ab:;:::v:'dh Mgfio;.ciu% Denied Hours
ul itte:
e + % 550 206 a6 000
Report Time
Approve Absence
Step 3: Approve the Timesheet Amendment
o Any amendments will a Reported Status of Needs Approval.
<« My Approvais Timesheet il
New Window
e Timesheet
Select Another Timesheet
“View By Calendar Period - Previous Period NextPeriod
*vate [oxw2z024 8|
Reported Hours  2.00
From 03/02/2024 1o 1610272024 &
Select Add Comments Day Date Reported Status In Out D#m Time Reporting Code ‘Quantity SpeedType Class Course Campus
o st New [ | [ v il a al a
=] sun a2 New [ | [ V| i Q a Q
[+] Mon sz New [ | [ V| i Y a a
o Tue 62 - ogo000 | 100000| 100 [BSLCT- BasicLacure V| | [HRm1001 a| loooon a| [1onicr Q| |n
o ® wed m [ 100000| 100 [BSLET- BasicLaciure v | 1001 | (o000 a| [toomcT a| [ec
=] Thu 82 e [ | [ V| JI[ Q a Q
] i 92 New R [ « J [ a al a
e Enter a SpeedType and Class if blank. ——
SpeedType Class
IMPORTANT: Do not edit or add any
additional data other than SpeedType | Q | | Q |
and Class.
. _ | al | Q|
If there is a need to edit or an any
additional data other than SpeedType | Q | | Q |
and Class, please proceed to Step 3.3
to add comments, then Step 4 to deny | a | | a |
the timesheet. The timesheet will route |
back to the sessional to make the > o Q | [poooo }\},
amendments. :
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e To read and/or add Comments, click on the speech bubble icon.

New Window

Select Another Timesheet
“View By | Calendar Perio - Previous Period  Nest Period
*ate [oanzz0ze G| ¥

Reported Hours 200

From 03/02/2024 to 1610272024 ®

Select  Add Comments Day Date Reported Status n out Punch Time Reporting Codo Quantity SpeedType Class Course Campus

=] sat Az New L | [ v JI a al a

o @ e C | ] I a o) a

o uon 52 New ] [ B il a al a

- Tue 62 Approved owonoo] | 100000 100 [BSLCT- BasicLecure v | [Hem001 a | |oooon a [1o06r al |
wea 72 Needs Approval " owoneo] [ 1oeno) 1.00 [BSLCT- Basic Lecure v | [Hrari001 Q| ooon Q| [10met a | |ec
LTI New [ [ v il a al a

o fi oz Now [ [ “ J [ a a a

o Enter your Comments in the field and click OK.

TR Comments X

Comments

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 |ater.

Comments related to time entered for 07/02/2024

IS 1202 v | View All
Include in
Date UserID DateTime Created  Source Approval Comment
Comments
14/02/2024 Time
1 07/02i2024 52794183 12119 Reporting Removed Monday lecture, added Wednesday lecture
2 141022024 Time
07/02/2024 52603053 1322 Reporting y
7
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9 Select the applicable row and click Approve. Only rows which have a Reported Status of Needs Approval can be selected.
To save without approving, click Submit.

From 03102/2024 to 16/02/2024 @

Select  Add Comments Day  Dae Reporied Status. n out Punch Time Reporing Cade Quaniity SpeedType Class Course Campus
o e s o) — s | s
o R P ) — | gl \ a al | a
° - i — ] a al | a
o Tue &2 Approved oao000 [ 1a0090] 100 [BSLCT-BasicLeguws ____ ~| | | | [hRut001 a (o000 a| [to0icr al lm
e 72 Neacs Aoproval W\ | va00m)| 1,00 [BSLCT - Bssic Lecure 5 1 [ ‘;HRMWOI | | o000 a| {[roemer a| ;GL‘
L CocC | 7|1 ] 3l a | a
o P P - | 2l \ a al | a
o w mz wer — [ 21 ] a al | a
C | 3 [ | a al | a
> wn e — — | Al ] s al | a
D e 4 New ] [ [ ] a a] | a
o Wed 2 New I [ ~ | | a al | a
™ e e | £ [— . o | .
Fii 182 Now I [ BN ] a a | a
suomit I Clear |
Approval
sasam [ owssean | ([ wwwe  J[) oo

e Click Yes to approve the timesheet amendment.

Are you sure you want to approve the time selected? (13504,2500)
Onee Approved the status cannot be reverted badk,

Select Yes to confirm and complete the status change, No to return to the page without updating the status.

Timesheet
Approve Confirmation

v

transactions were successfully approved.
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0 The Reported Status will update to Approved.

Select Another Timesheet

“View By | Calendar Period

*Date |0202/2024

Reported Hours 200

From 03/02/2024 to 16/02/2024 @

Previous Period  Next Period

Timesheet

Add Comments Day Date. m:“’ n out D'w';l" Time Reporting Code Quantity SpeedType Class Course Campus
© s New 17 [ IR | al | al | a
ot s a2 Hew [ [ \ < | \ af | LY a
° T e — | ol | al | a
=] Tee o2 | oen000] | 100000 100 [BSLCT - Basic Lecture v | | |HRu1001 Q| |ooo00 a| |10016R al [m
@ Wed T Approved [ ¥poooo| [ 100000) 100 |BSLCT - Basic Lecure B | [HRut001 Q| [ooo00 a | [1oomcT al [ec
o ™ e [ \ Rl | al al | a
o oo e [ ][ \ oRl ] a | o | a)
Step 4: Deny the Timesheet Amendment
o Alternatively, click Deny to deny the sessional timesheet amendment.
From 03/0272024 to 16/022028 ©
Select  AddComments Dy Date Reported Status n out Punch Time Reporting Code Quantity SpeedType Class. Course. Campus
° - m e — | 3 || | ol s 3 |
e S 4z New [ il [ a | Q al |
o R R 9 [ al | a al |
> Tee w2 Approved | 090000 | 100000 100 |BSLET - Basic Lecure ~ |HRM10D1 a| [ooon a| [1ocR al [ma
wes Appiovad [ o90000] | 100000 100 [BSLCT - BasicLecuwre B |HRU001 a| [oooa0 a| [teomct a| [sc
Thu Iz eds Approval T os0000) || 100000) | 100 | 88LCT - Basic Lecture - [ §|namnm Q] [ooao 2] lfsoomer a] i[ec
[ — — | SRl | al | a al |
° e e C ) | BBl | ol | a al |
> stz Hew 1] [ g [ al | a al |
D on 122 New ] [ ]| [ af | Q al [
> et e C 1 [ 9 | al | a of |
° wo va e C ) | 2l [ ol | a al |
° moE e C I | 3 | ol | a al |
> Fi 102 Hew : : [ - | [ a | a af [
Approval
[ o [ owan R (T
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e Enter your Comments and click Submit. Comments are mandatory when denying a sessional timesheet amendment.

Deny X

>

You are about to deny this request.

Approver Comments

9 The Reported Status will update to Denied. The timesheet entry and status will be routed back to the Sessional.

o 1 — o
New Window
Timesheet
Costing Details ~ 1CT1001000002150 0% Employeen 2794150
J— (Maximum 4 Displayed) et 2
Earliest Change Dase 03022024
Select Another Timeshoet
“ViewBy Calendar Period - Previous Period  Next Period
“Date |0a02i202¢ | ¥
Reporied Hours  3.00
From 03/02/2024 to 1610272024
Solect  Add Comments Day Date ] n out Punen Time Reporting Code Quantity. speedType Class Course Campus
sat n New | [ [ | a Q| al | Q
sn a2 New [ [ o | | a al al | a
o won w2 New [ [ < | a al al a
D Tue o2 | oaonon 10,0000 100 |BSLCT- Basic Lecture S | HRM1001 a| o000 a| |wo1er al [ma Q
Wed oson0a, | 100000 1.00 |BSLCT- Basic Lecture [ | [HRM1001 a| o000 a| [1omet a| [ac Q
1 Thu 090000 10.00.00 100 | BSLCT- Basic Lecture [ | [ HRm1001 a| o000 Q| [1o07eT a| [ec Q
Fi [ - [ | a al a | Q

For more information contact:
People Services | Human Resources

Ph (07) 3735 4011  Email
griffith.edu.au/stafffhuman-resources



mailto:hrandsafety@griffith.edu.au

