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Getting Started

1. Click on ‘My Pay’
2. Click on ‘Timesheets’
3. Click on ‘Academic Timesheets’

UOW &) Web Kiosk

Payroll Details >

2| My Det Additional Hours and Overtime Claim

My Shortcuts Additional Hours and Overtime Claim History
’-‘—a’\JExport General Casual Timesheat

Description *
Payslips Timesheet Hir “ory

Bank Accounts

Payment Summary {ATO)

Additional Hours and Owvertime Claim

General Staff T mesheet History (Retired)

Start Stop Time.

Leawve Reguests
Training Requests

: eet
[l:cademic Timesheet €_

Wiew/Uelete Messages
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Timesheet Summary
This will display timesheets:

e Not Submitted
e Submitted and not approved
e Submitted and rejected

UNIVERSITY OF | &% %!
WOLLONGONG &Y

Academic Timesheet
Click here to add a new timesheet

Existing Timesheets
Expand All | Collapse All

= Not Submitted (2 timesheets)

E_EE_EEI_M
19335 24 04-MAR-2013 23-JUL-2013 3
19345 25 05-AUG-2013 06-AUG-2013 G D
Delete
Timesheets

= Submitted (Mot Approved) (3 timesheets)

:m:_u:snm_
10334 24 05-MAR-2013 19-MAR-2013 Updated |
19336 25 07-MAR-2013 04-APR-2013 7.5 Updated ] |:|
19338 24 03-APR-2013 03-APR-2013 10 Updated ] ]
l Delete | Unsubmit
Timesheets Timesheets

= Rejected (1 timesheet)

Start Date Eﬂﬂ_
19335 05-MAR-2013 10-APR-2013
Delete Unsubmit
Timesheets Timesheets

: UNIVERSITY OF |#*##*
?dd New Tlmgsheet . WOLLONGONG
0 enter a new timesheet:

1. Click on ‘Click here to add a new timesheet’ Academic Timesheet
2. Enter the timesheet ‘Start Date’ — this is the first date of work for the Add New Timesheet

timesheet period being claimed for payment

. Start Date: [EEw
3. Select the ‘Academic Calendar’ — for 2013 select UW ACAD 2013
4. Click on ‘Find Employee Jobs’ Academic Calendar: H
5. Select the appropriate ‘Job No’ — this will be found on the top right
hand corner of your Casual Authority form
. . . , Back to Timesheet List
6. Click on ‘Continue -
7. The screen below will appear
Academic Timesheet
Add New Timesheet
Start Date: 05-1ul-2011 Clevel refers to School Units
Academic Calendar: [Jw_acap_011 Approver of this school/faculty had
2 / been pre-defined!
Find Employee Jobs
a2 P st e v
W 16 600142 PartTime Accounting & Finance Part-Time PART TIME PTT SESSION | 07-DEC-2010 28-DEC-2011
Teaching Teaching- TEACHING
Academic - academics
WFACFCM142 (Casual)
Ml art-End Dates are here
Continue | Clearl
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8. Select the ‘Work Date’ — this is the date for which work hours will be claimed

9. Enter the ‘Units’ — this is the total number of hours worked

10. Select the ‘Award’ — the drop down menu will display the Academic Pay Rates, select the appropriate award
as committed on your Casual Academic Authority

Academic Timesheet
et Jaod SR
E-_ Statlis | /= | jst Of Values: Awards - Windows Internet Explorer
800142  Part Time Teaching Accounting & Finance :
Academic - WFACFCM 142
" List Of Values: AWARD
Start Date for Timesheet: 05-JUL-2011 Academic Cal e
Use Academic Calendar: UW_ACAD_2011 UOW Academic Calendar 2011 = Fod| Gose |
e — > Lo
PMT TIME
tow
Classification| PTT PARTmE PTTA mm.l.mm A2
TEACHING RATES
Nl O e
d o B s J= = » o
Q ﬂ i‘_' [_I_:J [ PART TIME PTTL LECTURE RATES L1
c o [ E ] s ARTTIME  PTTL LECTURE RATES 12
TEACHING
¢ o | [ H [fem ewrme e LECTURE RATES L3
,— TEACHING
El ﬂ i | j r BIT PART TIME PTTL LECTURE RATES L4
ﬂ EI ‘:J r lny PART TIME PTTM MARKING RATES M1
el of | . [ E TEACHING
HN 2 z | PTT PART TIMF PTTM MARKTNG RATFS M2 Y.
cd of T mel [ H I Sl T

11. Choose the ‘Subject’ field and

e If you know your Subject Code type in the code

[

i

SHS 223

~n
e Alternatively you can look up ‘FJ: the Subject Code by running a query using a wild

card % and clicking the “Find” button

@ List Of Values: Subject Codes - Windows

List Of Values: Subject Codes

i) (e

0 SHS | s
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The list will come up sorted by Subject Title

e List Of Values: Subject Codes - Windows Internet Ex... l —

%SHS%

SHS 321
SHS 312
SHS 570
SHS 978
SHS 313
SHS 223

List Of Values: Subject Codes

[Find ] [ Close |
Subject Codes|Subject Tite _________________

Advanced Exercise Physiology
Advanced Topics in Pathophysiology
Advanced Workplace Injury Management
Asbestos and Other Fibres
Cardiorespiratory Physiology

Clinical Biomechanics

BN

e Alternatively if your subject is not listed, please enter ‘OTHER’.

Repeat Timesheets
If you are entering a Repeat Timesheet:

1. Enter the number of weeks to be repeated
2. Click on ‘Expand Repeats’ — this will display al dates within the repeat period

Start Date for Timesheet: 05-JUL-2011

Use Academic Calendar: UW_ACAD_2011 UOW Academic Calendar 2011

New Timesheet

Repeat

Cnmr
Delete @ Work Date Classifica Subject {Moth
ahove e

¢ lalollalalolnlalels ol

lolojelolejojelolelole|o|o

Save and Submit

[osauczo11
ng
[ [
o [ e
[o2-auG-2011  [Eily] Tue
[osricmo1i [EiE] Tue
e [l Yo
e b
Foasc s B e
s [EE e
= [l e
FEemn [ e

| mefresh |

Status =

P ErFm

PTT

PTT
PTT

333

PTT

L6 18 1 10 1 1 1o b 1l L T
| 1333333

WIWWWTIT
LARANANARAAN

e =l

ﬁ
§

Academic Calendar Dates:

L3
L3
L3
L3
L3
L3
L3
L3

L3

L3

111

[accyzia

[accrznn ....“
faccrzir Elf
[accyz1a =
jaccy211 =
[accrzair =l
faccrzin =l

Jaccyzia H

IﬁTCC“I"ZIJ. :_“

[acorzin ElI
facovzin El|
[accyzi1 H
Add a Row | Cancel |

From 01-
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Note: you can manually adjust for public holidays, recess breaks or non-work dates within the range. Use
[C] to copy or [D] to delete a timesheet line.

Additional Comments
If you would like to leave comments to be viewed by your Timesheet Approver

1. Enter your comments into the ‘Add optional comments for the approver’ box

(2] [wocrmn |EH* B5 Jpr 8P T [ |E[ ]
(2] [wocrmn |EE™ [ Jpr J8Fm ™ [ JE[ |

[ Save ][ Save and Submit ][ Refresh ][ Expand Repeats ] [ Add a Row ] [ Cancel ]

Timesheet Summary Details

= Hide Job 16

JobMo|  PositionTitle  |Award/Class./Stepl _____ Units

15 Part Time Teaching Academic - WFACFCM142 PTT [FTIT /T3 45,50
PTT /PTIT [ T4 26.00

Totals for Job 16 71.50

L G T A UE N T 9200245 Ms GRACE DEMO-APPROVER.
Add optional comments
for the approver:

Save and Return to the Timesheet Later
1. Click on ‘Save’ — 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’ — this will save and submit your timesheet to your Timesheet Approver
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Start Date for Timesheet: 05-JUL-2011

Use Academic Calendar: UW_ACAD_2011 UOW Academic Calendar 2011

New Timesheet

[os-suLn11  [Eje] Tue
[zsz0n1 [ Tue
[0t [E] Toe
[eouzoni  [EEe] Tue
[oa-AvG-2011  [Eal¥] Tue
[oo-AvG 2011 [E)e] Tue
[e-Avc 011 [Ee] Tue
[5-AvG2011 [EH] Tue
[o-AuG2011  [Eje] Tue
[oeser-zo11  [Ele] Toe
[Gserzon B Tue
IWM

27-5EP-2011

ol la o o la |a |o |o la |o o
lolelelolelelslole oo o

save | SsaveandSubmit | Refresh |

Status = NEW

Delete fWork Date
ahove

1"
N
333

[:]

- Eem
- Fm Eem

-

[=]]

ih

)
3 3

’LL
i

-

11
]

WITTTI
3

\
I«
]

ﬁ
i

Unsubmit Timesheet

Subject

accvzin . =
jaccrya211 H[
[accyz1t H
faccy211 H
jaccy2ii =
laccyz11 =
facevzir El|
[acorair  ET
Jaccy2i1 HI
faccvzin EI
jaccyzia H
jaccyz11 =
laccraia HJ
Add a Row | Cancel |

Academic Calendar Dates: From 01-3

If any details in your timesheet are incorrect, you can unsubmit the timesheet, amend it and re-submit to

your Timesheet Approver.

Academic Timesheet

Click here to add & new timesheet
Existing Timesheets

Expand All | Collapse All

=l Not Submitted (1 timesheet)

Click SAVE button

Record ID Joblio_____[Start Date Total Units
31 16 05-JUL-2011 27-5EP-2011
Delete
Click SAVE & SUBMIT button Timesheets

Use this button to modify timesheet
= Submitted (Not Approved) (1 timesheet)

Record ID mﬂ_ Start Date End Date
32 05-JUL-2011 11-0CT-2011 32.5 New I
Delde Unsubmit
Timesgets Timeshests
Rejected by Approver
= Rejected (1 timesheet)
Record ID Job o End Date Total Units _______[Delete |
30 16 07-JUN-2011 07-JUN-2011 i H |
Delete nsubmit
Timezheets Timesheets
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Approval Notifications

If you have a UOW email account notification of your timesheet approval will be sent to you. The message
will appear as below:

Extra line breaks in this message were removed,

From: UW Alesco V12 TEST B [alesco@uow. edu.au]
To: i
Cc

Subject: ‘Web Kiosk Email Motification

103: Web Kiosk Notification:

Your Academic Timesheet (id = 24914168 ) haz been approved. https://wss.uow.edu.an/

Transaction Details:

Record ID: 663108

Name: Doctor JCHN DEMC-CASUAL

Calendar: UCW Academic Calendar 2011 (UW_ACAD 2011) Total Hours: 5 Created Date:! 26-AUG-2011 To Be Actioned By: 01-5EP-2011
Status: Approved

Escalated to you By:

If you do NOT have a UOW email account you will not receive a notification email. You can view the status

of your claims at any time in the ‘Existing Timesheets’ screen. Approved timesheets will no longer appear in
the summary screen as shown below:

Academic Timesheet

APPROVED timesheets will

Click here to add a new timesheet come Off frC'm thlS IlSt

Existing Timesheets
Expand Al | Collapse Al

[l Not Submitted (1 timesheet)

31 [18 ] 05-1UL-2011 27-5EP-20 78 O
Delete
“mestesiy
[l Submitted (Not Approved) (0 timesheets)
RecordiD  [loblo Start Date TotalUnits  [Type  [Delete  [Unsubmit |
S [ Delete: [ Unzubmit
Timesheets | | Timeshests
= Rejected (2 tmesheets)
Recordtd  |iobNo  |StartDate  |EndDate  [fotalUnits  [Delete  [unsubmit |
0 5 | 07-1UN-2011 07-JUN-2011 1 O 0
40 5 | 02-AUG-2011 16-AUG-2011 g O 0
[ Delete: [ Unzubmit
Timesheets | | Timeshests

This page was produced August 26, 2011 11:37 am by program WKE275 (revision 12.5)

User Preferences
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Rejection Notifications

If you have a UOW email account notification of your timesheet rejection will be sent to you. The message
will appear as below:

Extra line breaks in this message were removed.
From: UW HRMS V12 PROD 5YSTEM [alesco @uow,edu.au]
To: Al
Cc
Subject: Web Kiosk Email Notification

104: Web Kiosk Notification:

Your Academic Timesheet (id = 24908733 ) haz been rejected. nttps://wss.uow.edu.au/

Transaction Details:

Record ID: €6%093

Name: Doctor JOHN DEMC-CASUAL

Calendar: UOW Academic Calendar 2011 (UW_ACAD 2011) Total Hours: 9 Created Date: 19-AUG-2011 To Be Actioned By: 25-AUG-2011
Status: Rejected

Ezcalated to you By:

To view the rejected timesheet:

1. Select the ‘Existing Timesheets’ screen
2. Modify as required
3. Click ‘Save and Submit’

Note: Ensure you check for ‘Comments’ from your approver

Academic Timesheet
Click here to add a new timesheet
Existing Timesheets

Click SAVE button
Expand Al | Collapse Al

El- Not Submitted (1 timesheet)

Record 1D ________Jioblio Start Date EndDate _________[fotalUnits _________|Delete
31 16 05-JUL-2011 27-5EP-2011 78 ]

Delete |
Click SAVE & SUBMIT button Timesheets

Use this button to modify timesheet
El- Submitted (Not Approved) (1 timesheet)

End Date
32 16 05-JUL-2011 11-0CT-2011 325 New

- Rejected by Approver

J“‘/
El- Rejected (1 timesheet) o
30 2 07-JUN-2011 07-JUN-2011 1 H -
Delete Unzsubmit
Timeshests Timezheets
HRD-SS-REF-021 Casual Academic Timesheets
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If you do NOT have a UOW email account you will not receive a notification email. You can view the status
of your claims at any time in the ‘Existing Timesheets’ screen. Rejected timesheets will be shown as follows:

My HR .. My Team.- My Approvals.. My Pay.- My Time Keeping.- Help2 Help

2| My Details @ £ Prin
Shortcuts
FEEDBACK@UOW - Submit a compliment, complaint or an idea to improve a process within Admin here:
fou | | [acd [oets feedback@UOWY
Description |
Payslips
Bank Accounts Payment Summaries Are Now Available on Web Kiosk

Payment Summary (ATO) Click on "Payment Summary (ATO) under Shortcuts > Click on "Serial Number” located next to 2012 Tax Year >
Additional Hours and Overtime Claim Printing instructions will be displayed -

Leave Requests
Training Requests
Team Leave Balances ( 2 pending records have been rejected. )

Academic Timesheet

View/Delete Messages [ 2 pending records have comments to be viewed.] &

Approve Requests

To view the rejected timesheet:

1. Select the ‘Existing Timesheets’ screen
2. Modify as required
3. Click ‘Save and Submit’

Note: Ensure you check for ‘Comments’ from your approver

Academic Timesheet
Click here to add a new timesheet
Existing Timesheets

Click SAVE button
Expand All | Collapse Al

=l Not Submitted (1 timesheet)

[RecordID  [loblNo [StartDate EndDate _[TotalUnits  [Delete |
31 16 05-JUL-2011 27-5EP-2011 78 m
: Delete
Click SAVE & SUBMIT button Timesheets

Use this button to modify timesheet
=l Submitted (Mot Approved) (1 timesheet)

!EIE- Start Date End Date

32 05-JUL-2011 11-0CT-2011 32.5 MNew H
Deidte “A. Unsubmit
Timeshgets Timeshests
.- Rejected by Approver
= Rejected (1 timesheet) il
ftart Date
30 = 07-1UN-2011 07-JUN-2011 |
Delete Unzubmit
Timesheets Timesheets

Payroll Support
If you require further assistance please contact your Payroll Officer:
https://intranet.uow.edu.au/personnel/staffservices/contacts/index.html
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