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Online Timesheets Quick Guide - Casual Academic Supervisors

This Quick Guide will provide users with the steps to approve casual Academic timesheets.

Casual Academic staff supervisors are to approve timesheets in HORUS:

Timesheet approval
Reviewing sick leave
Additional items

For technical assistance in relation to HORUS please contact HR Systems.
Email:

Phone:

Website:

For general IT enquires please contact the ANU Service Desk.
Email:

Phone:

Website:

For general Human Resources advice or queries please contact the relevant team below.
College of Arts & Social Sciences:

College of Asia & the Pacific:

College of Engineering, Computing and Cybernetics:

College of Health and Medicine:

College of Science:

HR Business Partners - P&C (Central Portfolios):

Remunerations & Conditions (Payroll):
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Timesheet approval

Timesheet

Navigate to the
Manage Timesheets
tile in HORUS >
Manger Self Service

Manager Self Service +

Announcements

U;I Proposed ANU Enterprise Agreaman: 2023-2026 and Staff
ik

0 unread

My Team

23
&8

afny

Performanes Management

Learning and Development

1.1 Select the
relevant employee's

Manage Timesheet

{71 Approve Timesheets

Manager

Timesheet Selection

i View Timesheets
n a m e. ) Aporoval Cuteff Calendar
el e L D bt b e L
Name Empin TP onmite Posiion | pepariment Period o Period BeginDate | Period End Date
1.2 Review the values | wse Reports To:
H H Empl IDRed; Empl ID/Red:
In the unlts WO rked Period ID: T20231210 Period anding 10/12/2023 Period Begin: 27112023
COlU m n. Status: Submitied Period End: 1041202022
Courses Fl o
If units claimed are
correct click the —. —
approve button s s g
. ‘otal Remaining: 5508026
Please note: you only e e e . ‘
have access to
approve timesheets =
from the Current Element | Deseripion Eudg;a‘;‘:; w"m o"l_;'s: Rmﬁ.‘ﬁ Status | Comments Push Back w“""dm: saa‘ml.eng;': ”“;‘FO_DP:‘;
b Period |
perIOd and one prlor' T23 |Tumriz\ - Repeat ‘ 50.00 5.00 | 45.00 | Submitted View/Edit 500
View GL Distributions Owemide Timeshest GL Distributions

View Timasheet Workflow History

““Retumto Approve Timesheets

View'Add Leave Attachments
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1.3 If there are any

Percentage
allocation. If you
have multiple rows,
these must add up to
100.

E. To enter more
distributions, click

the plusicon +! and

repeat steps a) to d)
above.

WiewdAdd Leave Attachments

values that are not v e
COITeCt, you can push | re s e e ol
the timesheet back i ] =
to the employee to Foures
correct them:

o
o Ty @
comments prior to
the push back by the S m—
comments box
beSIde the DUSh baCk Element | Description EuugTel:;ﬂ W‘l'-""‘":; On Sick Units| cppic | Comments Push Back Wogadio, | Sop lenve] | s Pad
b u tt 0 n . Uniite Peg‘n‘é Leave Remaining Date to Date To-Date
Repeat for each row — SR
that is incorrect
indicating the nature
of the error in the
comments field.
The system will send
an email to the
employee for action
and changes the
status of the line
item to Rework.
1.4 Override GL
distributions. e it
|f you WISh to Sp“t Period D T20231210 Pasiod anding 101212023 Period Begin 27112023
any GL charging, - i -
click the Override i
Timesheet GL
Distributions link: oy, e

Total Remaining: $5.080.26
A. Enter the Fund.
B. Enter the e ———
Department.
C. Enter the Project. | o o Workss| oSSk Ums ool o | Wededio Seklswe  UnisPad
If there is no project Unts  pungg e Rl I
code, enter N/A. T R
D. Enter the e DB
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F. When finished,
click OK.

Override GL Distributions

Period ID: TZ0231210 Period ending 101272023
Course Code
Fund Department Project
[ a] || al || Q|

Confract |D:

Percentage

I
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Viewing Casual Sick Leave (Enterprise Agreement

Timesheets have a
column to claim sick

Name: Reports To:
leave hours to a Empl IDRect i 0
. Period ID: T20231210 Pesiod ending 10/12/2023 Period Begin: 27112023
maximum of three - e T
instances per
Courses fF1 W
calendar year.
Course Code:
Total Budget: 55,060.25
Further Information T Bk mmdbns s000
of ining: 3506025
can be found below In
the Additional o o —
Information section of i e ‘
this guide.
Units
2.1 Review the sick Eenen | Dsciion mugt U CLEE| S e | comw | ranme | MR SeREog
leave hourS entered' TZ3 Tutorizl - Repeat 50.00 5.00 |—| 4500 | Submitied View'Edit 500
View GL Distributions Cvemide Timesheet GL Distnbutions

Wiew'Add Leave Attachments
View Timasheet Workflow History

Apprave

Retum ta Approve Timeshests
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2.2 Review the
supporting
documentation
provided is relevant to
the leave request via
the view/add leave
attachments button

Name Reports To:
Empl IDRod. Empl ID/Red:
Period ID: T20231210 Pesicd ending 10/12/2023 Period Begin: 27112023
Status: Submitted Period End 107122022
Courses
Course Code:
Total Budget: $5,060.26
Total Expenditure: $0.00
Course Dates:
Total Remaining $5.060.26
[P—— e e — e S ——
ime} meskrg svsn e emrrd s ez e e s
Total Lt - -
Element | Description Budgeted "°"‘;|ei: Umﬁ: Rmaﬂ"}‘f Status | Comments Push Back wa"‘ec‘f‘:: 5"*‘:;3:
Units| gt 3
eriod
T23 Tutorial - Repeat 50.00 500 | 4500 | Submited | View/Edi 500
View GL Distributions Owemide Timesheet GL Disiribw
View Timesheet Workflow History
Appi Frint
Retumn to Approve Timesheats
ANU TS Attachment
View Attachments
‘ m ‘ Q ‘ v View A
Delete ? Leave Attachment
1
| Attach Leave Document I | Delete Leave Document

Units Paid |
To-Date
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Additional items

Timesheet You may view the current timesheet periods and cut-off dates here;

Period

Viewing old The Approve Timesheets page will only let you access timesheets for the current

timesheets and one prior timesheet periods. You can access ll of your historical timesheet
records by reviewing the View Timesheets page:

Casual Sick The total instances of sick leave is capped at three in a calendar year, per

Leave employee. If staff take sick leave from multiple casual jobs on the same day, it is

counted as one instance. If staff have both worked hours and sick leave hours on
the same day, it is counted as one instance regardless of the number of hours
worked. Refer to EA Clause 35.10 to 35.12

. This page details the workflow, timing and current status of the staff members
Timesheet timesheet
workflow
history
Name: Reports To:
Empl ID/Red Empl IDIRcd:
Period ID: T20231210 Period anding 10/12/2023 Period Begin: 2771112023
Status: Subrmitted Period End: 1001212023
Courses v
Course Code:
Total Budget- $5,080.28
Total Expenditure: 50.00
Course Dates: o
Total Remaining: £5.080.26
!“Ilaw:mem: e For saris wnr v ot ey 2 A -‘
| me ] maving 4
Total Units . } )
Element  Description Budgeted w""&‘: O“L:ﬁ Rm’.‘f'“.""‘; Status | Comments Push Back w°"“§az S“*m"enza‘;: ”".'f:_g;‘:
Units| porind
|123 Tutorial - Repeat su.on‘ 500 45.w| Submited | View/Edit 500
View GL Distributions. Owermide Timesheet GL Distrbutions

View'Add Leave Attachments

Return to Approve Timesheets
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