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Getting Started 
 

1. Login to the Web kiosk  
2. Click on ‘My Pay’ 
3. Click on ‘Timesheets’ 
4. Click on ‘General Timesheets’  

 

 

Timesheet Summary 
This will display timesheets: 
 

• Not Submitted 
• Submitted and not approved 
• Submitted and rejected 

 
 
 
 



 

Add New Timesheet 
To enter a new timesheet: 
 

1. Click on ‘Click here to add new timesheet’ 
 

 
 
 

2. Using the drop down menu select the timesheet Start Date 

 
NOTE: This is the start date for which work hours will be claimed 
 

3. Click on ‘Find Employee Jobs’  
 
 
 
 
 

 
 
 
 
 
 
 



 

 

NOTE: if you do not select the dates from the calendar, the job number details will not be displayed after 
clicking ‘Find Employee Jobs’ 
 
Some staff at the University may have multiple jobs active at the same time e.g. on casual job in Faculty 
of Social Science and 1 job in IT Services and each of these jobs are assigned their own job number. 
When submitting timesheets in Web Kiosk, you must ensure that they are being submitted against the 
correct job number. 
 
You can choose to enter your timesheet one job at a time by ticking the box across the casual job. Or 
you can enter your timesheets for all active jobs in one go by clicking on select all jobs. We 
recommend entering one job per timesheet at a time as this is less error prone 
 

 
 
4. Enter new timesheet details. Complete the fields as required: 
 
 

Work Date Select the drop down calendar menu by clicking on the icon, or type in the work 
date as follows 06DEC2014 
NOTE: The work date must be later then the start date you nominated when 
creating this timesheet 

Start Time Enter in 24 hour format as follows HHMM, e.g. you may type 0900 and it will be 
converted to 09:00am 

Finish Time Enter in 24 hour format as follows HHMM, e.g. you may type 0900 and it will be 
converted to 09:00am   

Break Enter the number of minutes of your break for this work date 
Activity/task 
Comments 

Enter any comments you wish to be submitted to your supervisor. You may 
leave this field blank. 

 
5. The system will calculate the number of hours worked in units 

NOTE: The units are displayed as a decimal, e.g. 7.5 represents 7 hours and 30 minutes 
 



 

6. Click the arrow next to ‘Timesheet to be approved by’ 
NOTE: This will display the Approvers from your faculty/division 

7. Select you Timesheet Approver as indicated on your Casual Authority form  
NOTE: If your approver is not listed please contact your Faculty administration officer or supervisor 
for assistance 

 
 

Save and Return to the Timesheet Later  
1. Click on ‘Save’  
NOTE: This will save your timesheet without it being submitted to your Timesheet Approver to enable 
later access for amendments or additions before submission 
 

Submit Timesheet for Approval 
1. Review timesheet, ensuring accuracy and completeness 
2. Click ‘Save and submit’ 
NOTE: This will save and submit your timesheet to your Timesheet Approver 
  

Professional Services Casual Timesheet History 
 

1. Click ‘My Pay’ 
2. Click ‘ Timesheets 
3. Click ‘Timesheet History’ 

 



 

 
 

4. Professional and Academic Timesheets that have been approved can be accessed through 
Timesheet History. Enter the timesheet history ‘Dates Worked’ by entering the start and finished 
sates using the date format ‘DD-MM- YYYY’ or using the pull down calendar 

5. The following columns are displayed in the ‘Timesheet History’ report  
 

NOTE: Job No – Brings up all the casual job numbers that have an approved timesheet for the given 
work dates  
Work Date, Pay Code, Start Time, Finish Time, Break, Units, and Comments – Are timesheet entry 
details 
Payroll Date and Period End Date – Are payment details 
Timesheet Type – Indicates the origin of the timesheet  
6. Note that a ‘Timesheet History’ query will return all casual jobs that have an approved timesheet 

and will return both academic and professorial timesheet details.  
 

 

NOTE: Below is an example of ‘Timesheet History’ for a professional services casual employee 

 
 

 
 
 
 
 
 
 



 

NOTE: Below is an example of ‘Timesheet History’ for a staff member who has both academic and  
professorial casual jobs 

 
 
 
NOTE: Below is an example of ‘Timesheet History’ for a staff member who has approved, but not yet 
paid timesheets 

 
 

Payroll Support 
 
For enquires please contact: 
Phone: (02) 4221 4715 
Extension: 4715 
Email: casual-pay@uow.edu.au 
 
All enquiries will be responded to within 24 hours during business hours Monday – Friday  

mailto:casual-pay@uow.edu.au
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