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View a Sessional Timetable (Convenor View)

Introduction

This guide will show you how to view a sessional timetable for existing active sessional staff if you are a supervisor or course
convenor.

Step 1: Navigate to the Staff Portal

0 Click on the My Staff Page link.

@w&ll‘\l’,ggls%b myGrifih  Siaf portal  Contact us

Logged in:

Supporting students > B Key Services

Maintenance is being undertaken_across our end-of-trip facilities Learming@Griith >
throughout our campuses during September to November

Work > Griffith Experts >
Learning and teaching > _ - Internet access >

Employment >

Research > H My Staff Page >

e D:

Computing > Key performance reporting >

Buildings and grounds > | Search the Staff Portal Worklist >

Start typing one or more terms to see all matching links from inside Staff Portal Staff email >

Parking, transport and travel >
Community, welfare, recreation > IT Self Service Portal >

- System availability notices CG:H’ Staff announcements -
Safety, security and emergency > IT Service Centre >

Key services and applications > Portal not displaying correctly? EOY Finance Cut Off Dates Student system >

i the Staff portal or Peoplesoft fear your browser's cache.
) © PO Invoices (witha valid PO number) and the necessary approval and/or receipted for payment willbe ;
Worklist and reports > For instructions on clearing cache or other browser settings, please visit Support and FACS processed f received by COB — Friday, 8th December Experience at Griffith >
© Payment Requests with 2 status of ‘Approvec where supporting documentationis electronically attached
Organisational units > CrEmmU IO will be processed if submitted by COB — Friday, 8th December GSafe >
ey e i 2 G IR ) © Concur Reimbursements & Travel Advance Requests with a status of ‘Approved where supporting
Check your pap up blocker settings and permissions to allow your trusted sites. documentation is electronically attached will be processed if submitted by £OB — Monday, 11th
— Safe campuses >

Maintenance calendar

9 The PeopleSoft tiles will appear.
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e Click on the Time and Absence tile. > Time and absence
Ij-l-l
o Click on the arrow next to Team _— g
Time & Absence to expand the @ My Time & Absence ~ | Instructions
menu. My Sessional Schedules
IMPORTANT INFORMATION
My Sessional Timetables Al Staff are required to submit claims within 2 weeks of performing work items.
Ay Abéanca 1 Léave Payroll Deadines 2023
User Guides:
Enter Timesheet / Adhoc Claim mgi mesheet - Casual Staff
potenntinsosudad - . mm%mmrnyﬁm 5 Schedue  Sessiond
« Applying for Leave
Team Requests « Cancel Leave Reques!
Click on Team Sessional _— T BT . s
e Timetables D phone. (O 3735 4011 -
. email. hrandsafely@guffith edu au
Y Sessional Activity Rate Descri
Step 2: View a timetable
Click Clear to delete any text in the search
fields. IMPORTANT: If there is any existing ~Prompts
text in any of the fields that is not part of the
search criteria, the search will not return any i
results. This is a known system limitation. Trimester
| Select Term Q |
e Enter any information you have for the Course ID

following Search Criteria to search for their | |
record (fields are case-sensitive):

e  Trimester Empl ID
e Course ID | |

e EmplID
v
(e P

e Click Search.
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- Employee ID Employee Name Empl 4 Final Approver
o Select the applicable record > o o Record o mimester & Coumell IS WF Status ©
from the reSUlt.S dlsplayed' If 3 3238 - Trimester 3 2023 1001GIR - International Relations Data Saved
there are multiple results S
displayed, please select the 1 3238 - Trimester 3 2023 1001GIR - International Relations Data Saved
lowest Empl Record.
27 3238 - Trimester 32023 1001GIR - International Relations In Appraval Process
0 3238 - Trimester 3 2023 1001GIR - International Relations. In Approval Process
2 3238 - Trimester 32023 1001GIR - International Relations In Approval Process
3 3238 - Trimester 32023 1001GIR - International Relations Data Saved
1 3238 - Trimester 32023 1001GIR - International Relations. In Approval Process
2 3238 - Trimester 32023 1001GIR - International Relations Data Saved
2 3238 - Trimester 32023 1001GIR - International Relations In Approval Process

e If the sessional staff has multiple timetables, use the buttons to click through to view the relevant timetable.

< Sessional Administration

Add/View Sessional Timetable

Employee Name: -
Employee ID: Employment Red: 4 PHD/CC: Rates

Trimester: 3238  Trimester 32023

New Window | Pefsonalize Page &

Course Details

Course Code:

Approval Status:  In Approval Process

Convenor: -
Sessional employee

*Final approver:
Schedule Start Date:  6/11/2023
Number of Weeks: 5
Course Costing

*Speedtype Key HRM1001
*Class 00000
*Account 2150

Course Timetable
@ 170f35  ~| b M | ViewAl
- Marking e "
Day Date TRC Time Reporting Code (TRC) Campus In Out Hours Validation exceptions

1 Monday 06/11/2023 0.000 ' Not in future T&L period. e

For more information contact: &.'JJ Griffith

People Services | Human Resources
Ph (07)37354011 Emall UNIVERSITY

griffith.edu.au/staffhuman-resources
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