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Introduction 
 

This guide will show you how to prepare a sessional schedule data report. This process is only available to supervisors and 

School Administration Officers. There are three report options: 

• Employee Report – data per individual sessional staff member 

• Summary Report – data per Element 

• All Data Report – all data for all relevant Elements. 

 

 

 

Step 1: Navigate to the Sessional Schedule Data Report 
 

• Log in to the staff portal and select My Staff Page. 
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How to…  
Prepare a Sessional Schedule Data Report 

 

Select the Reports and System Access tile.  

Select Sessional Reports. 

Select Sessional Schedule Data Report. 

If you have previously created a report, 
proceed to Step 2. If you have never created 
a report, please proceed to Step 3.  
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Step 2: Find an existing report  
 

• Please note that Run Control ID’s are the unique Report ID names. To find an existing report, you will need its Report 
ID name. This will only be available to you if you have created a report previously. To add a new report, proceed to 
Step 3. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Select the Find an Existing Value tab.  

Enter the Report ID name in the Run 
Control ID begins with box and select 
Search. 

When the list appears, select the Report ID 
of the report you want.  

If the search doesn’t return any matching 
values, you will need to create a new report. 
Proceed to Step 3 for guidance. 
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Step 3: Add a new report 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 4: Enter selection criteria

 

 

 

 

 

 

 

 

 

Select the Add a New Value tab.  

Enter a report name in the Run 
Control ID box. Tip: It’s a good idea to: 

• label your report with something 

easy to remember 

• include your initials 

• ensure they are no spaces 

Select Add and proceed to step 4. 

Enter the Start and End dates to set 
the report’s data range.   

Select Search.  

Select the Report Type you require. 

Additional selection parameters will appear. 
You can filter the report by Element, 
Workflow Status, Campus, Course Code, 
Course Convenor, and/or sessional 
employee.  
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The Sessionals Data Report will 
display. Take note of the Process 
Instance number and proceed to 
step 6. 

 

 

Step 5 – Run the report 
 
 
 
 
 
 
 
 
 
 

Once you have entered all the filters 
needed, select Run.    

Select OK when the Process 
Scheduler Request displays.  
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The report page will appear. To view 
the details easily, select the report in 
.csv format.  

The report will display in Microsoft 
Excel where you can format and edit 
the report data.   

Step 6 – Review the report data 
 
 

Select Report Manager to view the 
report.    

Select the report by the time and date it 
was run. 
 

For more information contact: 

People & Wellbeing | Corporate Services 

Ph (07) 373 54011      Email peoplesupport@griffith.edu.au 

griffith.edu.au/staff/hr-services 
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