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Review and Approve/Deny a Sessional Timetable

Introduction

This guide will show you how to review and approve or deny a sessional timetable if you are a final approver.

Step 1: Navigate to the Staff Portal

o Click on the My Staff Page link.
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e Click on the Approvals tile.

o You will see all your pending approvals.
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Approvals

Pending Approvals

[ Aosence Request

Long Service, 475.5 Hours - ELIGIELE
0715/2024 To 10/16/2024

(B  Sessional timetable

Sessional timetable

Step 2: Review the Timetable

o Click on Sessional Timetable item.

Long Service, 442 25 Hours - ELIGIBLE
03/04/2024 To 05/31/2024

Trimester 2238, Course Code 2811EDN

Pending Approvals

Long Service. 478.5 Hours - ELIGIBLE
07/15/2024 To 10/1168/2024
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e Click on the Sessional Timetable link to review the timetable. The timetable will open in a new window.

< Pending Approvals.

Moira Nolan Sessional

Long Service, 442,25 Hours - ELIGISLE
03/04/2024 To 05731/2024

Trimester 3233, Course Code 2611EDN
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Sessional timetable details

Employee Name
Employee ID
Employment Red
Trimester
Course Code
Sequeng

Sessional timetable

Convenor

Convenor Employee ID
Final Approver

Final Approver ID

Start Date

Weeks of Instruction

A

Approver Comments

‘ Approval Chain >
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Step 3: Approve/Deny the Timetable

o Click Approve to approve the sessional appointment.

< Pending Approvals Sessional timetable

Moira Nolan Sessional
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Sessional timetable details

Employee Name Convenor

Employee ID Convenor Employee ID

Employment Red Final Approver
Trimester Final Approver ID

Course Code Start Date
Sequence Weeks of Instruction
Sessional timetable

Approver Comments

‘ Approval Chain >

e Enter Approver Comments if desired and click Submit. , Approve
The appointment request will be routed to the next

apprOVer in the WOI’kﬂOW. “fou are about to approve this request.
Approver Comments

[

e Alternatively, click Deny to deny the sessional appointment.

< Pending Approvals Sessional timetable

Moira Nolan Sessional

Sessional timetable details

Employee Name Convenor

Employee ID Convenor Employee ID
Employment Red Final Approver
Trimester Final Approver ID

Course Code Start Date
Sequence Weeks of Instruction
Sessional timetable

Approver Comments

‘ Approval Chain >

O Enter the mandatory Approver Comments and EEE—
click Submit. The appointment request will be
routed back to the requester. fou are 3bout 1o ceny this raquest

Approver Comments

Deny
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For more information contact: Grifﬁth
People Services | Human Resources Lk JJ

UNIVERSITY

Ph (07) 37354011 Emalil et
griffith.edu.au/staffhuman-resources Queensland, Australia
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