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Create a Sessional Timetable

Introduction

This guide will show you how to create a sessional timetable for existing active sessional staff if you are a school manager, or
department administrator.

Step 1: Navigate to the Sessional Administration homepage

e Login to the Staff Portal and select My Staff Page.

o Select the Sessional Administration homepage. e Y

e The Sessional Administration tiles will appear.

Sessional Pool

Sezsional Timetable Admin Add/View Se:sional Timetable Seszional Appointment
- — 0.0 0
of [— 7 A
= | = / "‘ l r
L j - \f) ﬂ./--..'; .—:]

v

Add/View Sessional Timetable

—/ |
| m—
=®

e Select the Add/View Sessional Timetable tile.
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Step 2: Add a new timetable

o In the Add a New Value tab, enter the Empl ID or

click the magnifying glass to Look Up Empl ID. Sessional Timetable
Empl Record will be automatically populated with ; ;
the lowest active Empl Record number for the [ Find 2n Bxsting Value || Add 2 New Value
sessional work type.

“Empl ID | Q‘
Empl Record | 0 O.|

“Trimester | Q, |

Find an Existing Value | Add a New Value

. . . . Look Up Empl ID X
9 Search using the following fields (case-sensitive) _— e [sogmr < | =
and select the applicable record from the results '
displayed: Last Hame [beginswin + |
° Empl |D First Name |beqmswim ~ |
o Last Name Clear |[ Cancel | Basic Lookup
e  First Name Search Results

Only the first 300 results can be displayed

View 100

EmPl Last Name First Name Empl 4 Supervisor Name

o Enter the Trimester and click Add. B —— Sessional Timetable

[ Find an Existing Value

[ Add a New Value

oo [N

Empl Record ‘ 0oQ |

*Trimester 323§ Q

—> Add

Find an Existing Value | Add a New Value

kw Griffith
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o Any existing timetables will appear. Select —_— The value you tried fo add already exists

> Select it below if you'd like to update it, or
the appllcable record. specify a new value in the fields above

. .. . Search Results
If there is no existing timetable, only the
employee record will appear. View Al 1-10f1 v

EmplID Empl Record Trimester

- 0 3238

Find an Existing Value Add a New Value

Employee Name:
Employee 1D: Employment Red: 0 PHDICC: Rates

Trimester: 3238 Trimester 3 2023

Course Details \EI I oft v

Approval Status: Data Saved

*Final approver:

*Schedule Start Date:
*Number of Weeks: \:I
Course Costing
*Class \:I
“Accoun

Select a different final approver

~ Working with the timetable

¥ zelect All Days O Deselect Al @ Copy B Paste

Course Timetable

\E\ 11of1 w | view an

Day Date TRC Time Reporting Code (TRC) Campus In Qut Mﬂ-‘;i::g Validation exceptions

0 + [-]

e Search for the Course Code by clicking on the Employee Name: -
magnifying glass next to the field. Fmployee b EmelementRed 4
Trimester: 3238 Trimester 3 2023

Cpurse Details

“Convenor:

*Final approver:

Look Up Course Code X

v

e Select the applicable record from the results
displayed.

Course Code l begins with Vl I

Description | begins with | I ]

Search Results

Only the first 300 results can be displayed.

View 100 1-300 of 300 v

Course Code Description

1001GIR International Relations
1001PSY Introduction to Psychology 1
1001SCG Foundations in Science

k\l) Griffith
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o The Convenor and Final Approver
fields will auto-populate based on
the Course Code selected.

Course Details

“Course Code:

If you wish to select an Alternate “Convenor:

Approver, click on the title link

*Finallapprover:

»

underneath the Final Approver’s

name. “Schedule Start Date:

“Number of Weeks: |

o Select the Alternate Approver. —— »

Final Approvers

The Final Approver name and =4
title will be updated. -

Course Details

*Course Code:

“Convenor:

*Final approver:

—
| 111172028 |

Camplete Mame

Head of School

ect a different final approver

[ Create Schedule

Select Alternate Approver

The list of spgroswers includis Bard 4 and Biand 3 delegations witin v relevant Deparment Group

*Schedule Start Date:

*Number of Weeks: |

o Enter the Schedule Start Date manually or by using
the calendar.

Enter the Number of Weeks the timetable will run
for.
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| 11712023

1IEeAZE v b M| Mewal

Bescripticn Bepariment

l Create Schedule I

“Course Code: |
*Convenor. |

“Final approver:

a

*Schedule Start Date: | 09112023 Calendar x
“Number of Weeks: November v | 2023 -

Course Costing
“Speedtype Key
‘Class

=Account |2150

ol

a 12 13 14 15 18 17 18

Q 19 20 21 2 23 24 25
26 27 28 20 30

Deputy Head of Department

~ Working with the timetable < Cuireni Daig >
# catart annave T Nacatact TTTTERTRRREE I BRRET

I

Grauvg

Seh af Gove and Int Relations Bussiness Schaool
Dept Empl Rel & Human Rescurcs Business Schacl
Dept Bus Straiegy & Innovation Business Schol
Sch of Govi and Int Relatians Business School
Dot Tour, Spoet and Hotel gt Bussiness School
Marketing B hoel

Degt Accounting Fin and Econs Business School
Group Senvces Bassiness School

GBS Dean {Leam & Teach) Business Schacl
ifith Asia Insitue Business Schocl

G Gentre Tor Sysiems Mnoval Buszingss Sonool
G Governance & Fublc Folcy Business School
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@ Click Create Schedule.

A blank timetable will appear.

¥ Working with the timetable

™ Select All Days

Course Timetable

(=][e]

1 0

2 0

3 0

4 0

5 0

6 0O

7 0

Day

Saturday

Sunday

Monday

Tuesday

Wednesday

Thursday

Friday

0 Deselect Al

“Date

% Copy

TRC

11/11/2023

]

12/11/2023

]

13/11/2023

E]

E]

15/11/2023

]

16/11/2023

]

o oo L |L| oL

[
[
[
[14/11/2023
[
[
[17/11/2023

E]

l
l
l
l
[
l
[

J
]
J
J
]
]
J

Paste

Time Reporting Code (TRC)

Step 3: Add course costing details

o Search for the Speedtype Key by clicking on the
magnifying glass next to the field.

e Select the applicable record from the results displayed. ———»

The Account field is populated by default.

9 Search for the Class by clicking on the magnifying
glass next to the field.
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Course Details

*Course Code: Q
“Convenor: Q
*Final approver:

School Manager

“Schedule Start Date: | 09/11/2023 E
*Number of Week

170f84 ~| P M | ViewAl

o] | | | | o
[ al | [ | 0.000
YR | | | oomw
Lo | | | o
o] | | | | oo
[ 0.] [ ] [ ] 0.000
9] | | | | oo

Course Costing

*Class | Q

“Account ‘2150 Q ’

Look Up *Speedtype Key

R ENEEEENIEY
Onnnnnn

SpeedType Key l begins with VI ll

Search Results

Only the first 300 results can be displayed

View 100 1-300 of 300 v

SpeedType Key Description

2012060 EDNAUTISM CENTRE

Course Costing

“Speedtype Key ‘7

Il 1
“Class | =

"Account ‘2150

Q|

Q|
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O Select the applicable record from the results displayed.

Step 4: Add timetable details

 ——

Look Up *Class X

Class Field | bogins with v | [\

Search Results

Only the first 300 results can be displayed
View 100 1-300 of 300 v

Class Field Description

$100K SDVC Cities Transition Funding
00000 No Class
00001 OH Liability Claim Sanders

o Search for the TRC/Time Reporting Code by clicking on the magnifying glass next to the field. Select the applicable

record from the results displayed.

Search for the Campus by clicking on the magnifying glass next to the field. Select the applicable record from the results

displayed.
¥ Working with the timetable
¥ selectAllDays [ DeselectAll B copy
Course Timetable
Y
Day “Date
1 O Saturday 11/11/2023 Q
2 (O Sunday [12/11/2023 ] [ Ql
5 (O Monday (131112023 ]| [ a
4 O Tuesday [14/11/2023 ] [ Ql
5 O Wednesday 1512003 [H| | a
5 O Thursday o202 | | a
7 O Friday [mmze2s B | a

Paste

TRC o Time Reporting Code (TRC) Campuse In

1-70f84 ~| »

M| ViewAl

Marking Validation exceptions

0

oo LR L] L

g 0,000 E]
[ ] 0000 E]
[ | 0.000 B
T B
[ ] 0000 E]
[ | 0000 E]
[ | 0.000 B

e Enter the time In and time Out using 24-hour time. N.B. For Marking, enter in the total Marking Hours, rather than In and

Out time.

¥ Working with the timetable

¥ selectAllDays [ Deselect Al B copy
Course Timetable
EIEY
Day ‘Date TRC
10 Saturday (112023 | [ Q|
2 O Sunday [12/11/2023 ] [ Ql
5 O Monday l131va023 [H] (st Q|
4 0 Tuesday [tz [ | al
5 O Wednesday [15/11/2023 ] [ Ql
6 O Thursday (16112023 [ [ a
7 0O Friday [17/11/2023 ] [ QI
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Paste

Time Reporting Code (TRC)

Basic Lecture

1-70f84 ~| »

M| ViewAll

S S =

) B
na Q] Qa 00:00 14001 OOD 0.000 E]
[ al | 1—% 0.000 B
[ o] | ] ] | oo (-]
9] | J | | oo =
[ 0.] [ ] [ ] 0.000 B
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o Repeat sub-steps 1 to 3 for each day of the week. If you need multiple TRCs for a single day, you can add another row
by clicking the + button.

¥ Working with the timetable

¥ selectAllDays [ DeselectAll B copy Paste

Course Timetable

B b v Ve

Day “Date TRC Time Reporting Code (TRC) Campus In Out M::L’:g Validation exceptions
+ O Saturday (111172008 ] [ Q| [ al | [ | 0.000
2 O Sunday [12/11/2023 ] [ Q] [ o.l [ ] [ ] 0.000 E]
5 O Monday [1203 FH [BSCT @] BasicLecture naal  1zoooo | [40000 | 0000 E]
4 O Tuesday (14112023 (]| [ aj [ al | [ | 0,000 B
5 (0 Wednesday [15/11/2023 ] [ Q] [ Ql [ ] [ ] 0.000 E]
5 O Thursday [z [ | Q| [ al | [l | 0000 E]
7 O Friday [17/11/2023 ] [ O.] [ QI [ ] [ ] 0.000 B
e To copy a row, select the checkbox next to the ~ Working with the timetable
row you would like to copy and click Copy. ¥ SR AT Days T Desalecl AT | & copy Paste
Course Timetable
(2]
Day “Date TRC Time Reporting Code (TRC)
1 [0 Saturday |11/11f2023 ] [ Q l
unday I12/11/2023 ] [ Q I
> #  Moyday l13f11/2023 ] iBSLCT Q I Basic Lecture
Tuesday |14/11/2023 ] [ Q I

~ Working with the timetable

0 Select the checkbox or checkboxes next to the
EIEC AT Day. = DESEISCU AT %—LTW_» Paste

row(s) you would like to paste data and click
Paste.

Course Timetable

EIEY

Day ~Date TRC Time Reporting Code (TRC)
1 0 Saturday (11172023 i [ a
2 O Sunday [ 12/11/2023 l [ Q l

Monday [13/11/2023 ] [BSLCT QI Basic Lecture

ekday |23 [ [ Q|

ednesday | 15/112023 [ a|

. * Worki ith the timetabl
o To copy and paste multiple rows, select the ering with e fimetabie

relevant checkboxes next to the rows you
would like to copy and click Copy.
Course Timetable

e This enables you to fill out the rows a
¥

for a week and repeat that week

across all the timetabled weeks.

¥ SelectAllDays [0 DeselectAll B copy Paste

“Date TRC Time Reporting Code (TRC)

e Ensure that the entire week is ez || al
selected (i.e., Saturday to Friday) om0 fH | a
even if the row is blank. [13/11/2023 ] [BSLCT O.] Basic Lecture
[ 14/11/2023 ] [BSLCT Q ] Basic Lecture
[15m12003 i) lcsuT @ Casual Tutorial
i16/11/2023 l iCSTUT Q ] Casual Tutorial
i17l11/2023 l iCSTUT Q ] Casual Tutorial
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e Click View All on the right-hand side of the
timetable to see all the weeks in the timetable.

Validation exceptions

¥ Workingwith-the timetable

Select the checkboxes next to the row(s) you
would like to paste data (you can select all the
days by clicking Select All Days) and click Paste.

Course Timetable

(¥ Ssclect All Days

.l Deselect Al [{% Copy

Paste

Day

1 Saturday
2 Sunday
3 Monday
4 Tuesday
5 Wednesday
[ Thursday
7 Friday

8 Saturday

9 Sunday

10 Monday

" Tuesday

Course Timetable

@ The remaining weeks in the timetable will —»  [5][q]
be populated with the same data as the Day
first week that was created. :

I%

O | Saturday
20 o
0 | Tt
Rpspr—"
5 O | Tty
7 [0 Friday
2 [ | Saturday
5 0 Sundey
0 | Wander
0D Tuesda
12 [ Wednesday

Thursday 230112023 [

4 O | Friday
50| sortr
O |sunte
0 e
=y e—
19 [ Wednesday
5 O |y
21 [0 Friday
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“Date TRC ime Reporting Code (TRC)
BRI Q|
[12/11/2023 ] [ 0.]
l 13/11/2023 l [BSLCT Q ] Basic Lecture
[1am2023 [H| (BsloT Q| Basic Lecture
l 15/11/2023 l [CSTUT Q ] Casual Tutorial
o202 fE|csTUT Q) Casual Tutorial
l 17/11/2023 l [CSTUT Q ] Casual Tutorial
[18/11/2003 A [ Q]
[romaz2s EA| | al
|20/11/2023 l [ Q ]
|21f11/2()23 l [ Q]
TRC Time Reporting Code (TRC) Campus. In out
[ o] [ o] | | | |
o] Lo | | ]
Basic Lecture ‘NA Q | ‘09 00:00 ‘ ‘11 00:00 |
Basic Lecture [ma a| [iso000 | [170000 |
Casual Tutorial [na a| [osonoo | [wooon |
Gasual Tutorial ‘NA = | ‘11:00:00 ‘ ‘12 00:00 |
Casual Tutorial ‘NA Q | ‘14 00:00 ‘ ‘15 00:00 |
[IGY o] | il |
o] Lo | | ]
Basic Lecture ‘NA Q | ‘UE 00:00 ‘ ‘11 00:00 |
Basic Lecture [ma a| [iso000 | [170000 |
Casual Tutorial ‘NA a | ‘UE 00:00 ‘ ‘1‘1 00:00 |
Casual Tutorial ‘NA Q | ‘ 11:00:00 ‘ ‘ 12:00:00 |
Casual Tutorial ‘NA Q | ‘14 00:00 ‘ ‘15 00:00 |
(Y o] | il |
o] Lo | | ]
Basic Lecture ‘NA Q | ‘UE 00:00 ‘ ‘11 00:00 |
Basic Lecture [na a| [isono0 | [7ooon |
Casual Tutorial ‘NA a | ‘UE 00:00 ‘ ‘1‘1 00:00 |
Casual Tutorial maa]  [roo0 | [r20000 |
Casual Tutorial ‘NA Q | ‘14 00:00 ‘ ‘15 00:00 |
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Step 5: Validate and submit atimetable.

84 [ Friday IOQ/OZ/‘ZOZA l [CSTUT Q] Casual Tutorial

o Review the timetable. You can amend individual

rows to accommodate variances between the )

weeks by deleting details in the field and seee [

Submit I

selecting new details or leaving the field blank.
If there are no amendments to be made, click
Validate and Save.

e If there are any validation exceptions, an error will pop

up. Peta”s of the validation will appear in the i The timetable did not re-validate. Please correct exceptions to submit. (30100,3)
applicable row(s) under the Validation Exceptions —>
column.
Day ‘Date TRC Time Reporting Code (TRC) Campus In out M‘:l'l‘::_g Validation exceptions
e T I a [ ] om
T A [ [ ] o
Monday [13n2023 [ lssicT Q| BasicLectue na  al  [osoooo | [1roooo | 0.000
Tuesday |20 ] [BslcT Q|  BasicLectue na Q| 150000 | [170000 | 0.000
Wednesday 15112023 [E]|  [GSTUT @ Gasual Tutoriel naal [ooooo | [100000 | 0.000
Thursday [0 [ [esTUT Q) Casual Tutoria Ma Q] [moooo | 120000 | Time overlap in courss 1003CCJ
Friday [0 FE O [esTUT @) Casual Tutoria [wa @l o000 150000 IV Time overiap in course 1003CCJ
Saturday [13/11f2023 ] [ Q ] I Q ] [ ] [ l 0.000
s4 O Friday 02022024 ] CSTUT Q| Casual Tutorial

9 Once you have addressed the Validation

Exceptions and you are happy with the —W

Submit D

timetable, click Submit.

o The timetable will be routed to the Final Approver. This is reflected in the Approval Status.

< Sessional Administration Add/View Sessional Timetable

Employee Name:
Employee ID: Employment Red: 4 PHDI/CC: Rates

Trimester: 3238  Trimester 3 2023

Course Details

Course Code:
Convenor:

*Final approver:
Head of School

For more information contact:

People Services | Human Resources
Ph (07) 37354011  Email
griffith.edu.au/stafffhuman-resources

Approval Status: In Approval Process
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