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Online Timesheets Quick Guide - Casual Academic Staff
Quick Guide

This Quick Guide will provide users with the steps to complete casual academic timesheets.
Steps for claiming Casual Sick Leave have been added to this guide.

Casual staff are to submit timesheets in HORUS:

Submitting Ordinary Hours
Submitting 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 submission
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1-1 SeleCt the relevant Review and Edit Timesheets
Job/employment record E BSOS Casual Staff Timesheet 2

Select Job Title

B View Timesheets

1.2 Select the relevant o nametn = o S—
timesheet period (Period N
ID) that you are entering

Casual/Sessional Academic 1 (

[ANU Officer Gr 7 (Researc] 2 «

hours in

Please note: you only e S e

have access to edit Bt Tmesheets Casual Saff Timesheet

timesheets for the current | & venmesees s
period and the one et et

previous. In the current ®)[a 1202 - | ewan
t[mesheet you W[II not be Perlod ID Description Begin Date End Date

able to make future-dated
entries. T20231210 Period ending 10/12/2023 27/11/2023 10/12/2023
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1.3 The timesheet is

d_ l d |f h Casual Academic Timesheet “Help
| . Y
S p aye you a e Name: Reports To:
more than one course — Empl DRed:
.I:OI,. the Selected Period ID Eerio(::esin
Status: ‘eriod End:
job/employment record,
o E C 10f2 w
the timesheet will
display a section for Course Cods:
. Course Dates: 24/07/2023 10M12/2023
each. An example is
shown here ; el o St e B Pt P P U S e e B e e e e
- Total | nits Worked N Units Worked to  Sick Leave | Units Paid To-
Element | Description Budgeted this Period On Sick Leave Remaining Status Comments Date to Date Date
Units

T21A Tutorial-Mormal Experisnce 11.00 .0

L]
T23A Tutorial-Repest Experisnce 11.00 \:I / .
Taz8, Marking-Standsrd Experience 40,00 \:I 2000| MNew Acd 10.00

T44A CSA-Oth Rod Act Experience 10.00 0.00

Course Code:

Course Dates: 240772023 101272023

Riota: The unis andereg caeng on e
#m); mevking 1o be anired a3 ok

Paimmant For suampis, & Sigys isclure Shoutl Be enisrmd & one 2 jane Gni IS Squivelent & ane hour of Seiery and M5 SOUrS of Assaciated warking
173 o maridng poriomss TR Sum amounts ane st dakers acquied

Total . . N . _
gn Units Worked " Units Worked to | Sick Leave | Units Paid To-
Element Description Budgue:ie:: this Period On Sick Leave Remaining Status Comments Date to Date Date

T4z Marking-Standard 30.00 0.00 \:I 3000 Mew Add

Aew'Add | eaye At

1.4 Against each

relevant row, enter the
Total o = P = N
. . - Units Worked - Units Worked to | Sick Leave Units Paid To-
uni tS WO rked d urin g t h a t Element | Description Eudgue:ie:: this Period| 0N Sick Leave Remaining Status | Comments Date to Date Date
fo rt n I gh t . T21A Tutorial-Normal Experience 11.00 0.00 Mew Add 2.00
T23A Tutorisl-Repeat Experisnce 11.00 0.00| MNew Add .00
T42A Marking-Standard Experience 40.00 30.00 Mew Add 10.00
T444 CSA-Oth Rqd Act Experience 10.00 8.50| MNew Add 1.50

Note: The units entered correspond with Schedule 2 of the ANU Enterprise Agreement, and
depend on the nature of the work being performed. For example, if one lecture was delivered in
the fortnight, only 1 unit should be entered (the system will automatically include payment for
the 1 hour of delivery and 2 hours associated working time). However, if 3 hours of marking were
performed, 3 units should be entered.

Quick Start Guide - CSA Timesheets | Updated JW 06/12/2023 | Approved LW 06/12/2023




Australian
*S>e National

3 University

Submitting Casual Sick Leave (Enterprise Agreement

2.11f you are sick and

unable to perform the
Work' enter the - Total | yynits Worked ) Units Worked to| Sick Leave | Units Paid To-
relevant units of Sick Flement | Resortion Budgeted | thisPerion 0" SCKLEE  pemaining  Stats | C Date|  toDate Dite
Leave in the “On Sick T214 Tutorial-Marmal Experisnce 1.00 \:\ 000 Mew g 0.00
Leave” column. TZIA | Tutorisl-Repast Experisnce 11.00 1.00 000 Mew Add 800
2.2 To upload your TazA | Marking-Standard Experience 4000 ] 000 New Add 10.00
requi red ) T44h | CSA-Oth Rod Act Sxperisnce 10.00 E 250 Mew add 150
documentation - select
View/Add Leave
Attachment at the W
b,Ottom Of the Save for Later l ’ Subnnit ] t
timesheet

Return to Edit Timesheets

2.3 Attach the Medical
Certificate/Statutory
Declaration as per
clause 35.14. Then

press upload. File Attachment

2.4 Submit your [Choose file |Biank test dac pof
timesheet to your
supervisor for approval

For further information
on sick leave please
see additional items
below.
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Additional items

Comments field

You may leave comments
for your supervisor to
read once the timesheet
has been submitted.

Element | Description Eudglhd: e | On Sick Luave | et | Commmnts | O
§ THA | Temailonns) Exeence we| [ adl [ 200 P oo
TEA | Telsew-acest Eirence newl [ e [ ] 200| e P ws0
TazA | Marwing-Sanies Exparience oo 0 :J' 000| tww st 50
_I P . A 20

T4 A0 Rod A Epanence =l e] 000

Save for Later

If you wish to save your progress and return to the timesheet at a later
time, click Save for Later.

Note: It is important that once you have recorded all units worked for the
timesheet period, you submit your timesheet for approval as soon as
possible to ensure that your supervisor can approve it in a timely manner.

Submit

If you wish to submit your timesheet for approval, click Submit. Note that
this will submit the entire timesheet for approval. You will not be able to
make any more entries or edit the timesheet once you do this. If you are not
ready to do this, click Save for Later instead and complete the timesheet
later.

Note:
The system will give you a warning when:
e You are reaching the limit of your allocated units of one or more
T-Codes.
e The contract end date has been reached or almost been reached.

The system will display an error if you try to claim more than the
budgeted units for the teaching period.

Timesheet Period

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

Viewing old timesheets

The Edit Timesheets page will only let you access timesheets for the

current and previous timesheet periods. You can access all of your

historical timesheet records by reviewing the View Timesheets page:
1. Loginto HORUS using your University ID and password.

http://horus.anu.edu.au/

If you have any problems, please contact your local IT support.

2. Navigate to: Employee Self Service > Timesheets > View
Timesheets

3. The system will display all of your historical timesheets by
timesheet period.
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Casual Sick Leave The total instances of sick .leave is capped at ’ghree ina ca_lendar year,
per employee. If you take sick leave from multiple casual jobs on the
same day, it is counted as one instance. If you have both worked hours
and sick leave hours on the same day, it is counted as one instance

regardless of the number of hours you worked. Refer to EA Clause 35.10
to 35.12
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