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Introduction 
 

This guide shows you how to prepare a casual timesheet report. There are two reports to choose from: 

• an Employee Report returns timesheet data as per individual casual staff 

• a Payment Report returns fortnightly payment data as per hourly casual employee 

 

 

 

Step 1: Navigate to the casual timesheet data report 

• Log in to the staff portal and select My Staff Page.  
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How to…  
Prepare a Casual Timesheet Report 

 

Select the Reports and System Access tile. 

Select Timesheet Report and then Timesheet 
Reports. 
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Step 2: Find an existing report 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 3: Add a new report 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 

 
 
 
 
 
 
 
 
 

To find an existing report, select the Find an 
Existing Value tab. You can either enter the 
Run Control ID number (unique Report ID 
name)  
 
OR  

Select Search to choose the report from the 
list you wish to use.  

To create a new report, select the Add a New 
Value tab.   

Enter a new report name in the Run Control 
ID box (Hint: make it easy to remember, 
include your initials and ensure there are no 
spaces).  

Select Add to continue.  

Select the Report Type you wish, then enter 
the Date Range and User Role (either School 
Administrator or Supervisor). 
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Deselect the Direct Reports Only box to open 
more criteria fields. This will allow the 
supervisor to extract data on any associated 
supervisors reporting to them. You must enter 
the supervisor that you require data from. 

Enter the filters you need and then select Run.  

Select Ok when the process scheduler request 
displays.  



How to prepare a casual timesheet report, People & Wellbeing | Corporate Services – January 2020  

 

     

 
 

Step 4: Review report data 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 

Select Report Manager to view the report.  

Select the report according to the latest 
completion date/time.  

Select the report file ending in .csv for the 
easiest format to view and edit the report. 

For more information contact: 

People & Wellbeing | Corporate Services 

Ph (07) 3735 4011      Email peoplesupport@griffith.edu.au  

griffith.edu.au/staff/human-resources 

mailto:peoplesupport@griffith.edu.au
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