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Online Timesheets Quick Guide - Casual Professional Supervisors

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

Casual staff supervisors are to approve timesheets in HORUS:

Approving timesheets
Viewing overtime
Viewing 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

Manager Self Service +

Timesheet

Announcements Approvals. My Team

Navigate to the C(I T ——— =

Manage Timesheets )

tile in HORUS - R o e :

Manage Self Service L g o T
aln, 3 L8 =

0 Unrea

1.1 Select the Manage Timesheet

71 Approve Timesheets Manager Timesheets
relevant staff B~

Timesheet Selection P
[ View Timesheets ?telp

Job/employment I Ao G i
record taking note of
the period ID = e

Timesheets will not be available for approval until after Tuesday to allow for Timesheet processing by
Administrators. You can view timesheets by selecting the View Timesheets menu item.

Name ‘ Empl ID Retorg | Job Title Nurbor Department Period ID Period Begin Date  Period End Date
] 2 ANU Officer Gr 4 (Research) T20231210 2711172023 10/12/2023
Please note . you On/y 2 ANU Officer Gr 4 (Research) L ] u T20231210 ‘27/11/2023 1011212023

have access to
approve timesheets
from the current
period and one prior.
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1.2 Read any
comments that the
employee has made.
They can be
identified by the
View hyperlink in the
Comments column.

Casual Staff Timesheet Manager

Ordinary Hours:
Penalty Hours:

Time & One Half:

Double Time:

Double Time & One Half
Minimum Engagement Hours:
Total Hours Paid:

Total Hours Worked:

Sick Leave Hours:

400

100

300

200

L]

Use the 24 hour clock 14:30 = 230PM

Timesheet | Status | E)

Dste Tl Time ln
2702
28112023
291112023

3012023

01122023

Time in ims Out Time Time Out Sick Leave 2

s

Processed:
Period ID: 720231210

“Hours approved and processed pror o payroll culof fmes
willbe paid on the nex pay day. Please consult the Pay Calendar for defais. N

GL Distributions Override

Sick Leave Hours  Overtime Hours

Attendance

Type
cas
cAs

cas

Double penat
med  Hows
[

win
Engage  Student?
Houre

Status

Comments

Tee  osn22023 cas
Wed 08122023 cas
Thu 0722023 200 S00AM 10004 11:00a0 1200904 200 cas 100 100

Fi 08122023 300 110080 1200 200PM $00PM cas 300

sst ownan02s cas
s 022028 cas
View GLDistibuons ~ Override Timesheet GL Distrbuion  View/Add Leave Attachments

‘Approve Timesheet

Retum o Approve Timesheels  View Timeshests

Vi Timesheet WWorkflw, History

Casual Staff Timesheet Manager

1.3 Check that times ,

Penalty Hours: Processed:
Time & One Half:

entered are correct.

Double Time:
Double Time & One Half:
Minimum Engagement Hours:
Total Hours Paid:

Total Hours Worked:

Sick Leave Hours:

100
00
300

200

@ Use the 24 hour clock 1430 = 230PM

Period ID: 720231210

*Hours approved and processed pror fa payrol cufof fmes
willbe paid on the next pay day. Please consult the Pay Calendar fo detals. N

GL Distributions Override

Timesheet || Status | )

Date Total | Time n Time Out Timein e Out Time in Time Out Sick Leave 2 SickLeave Hours  Overtime Hours &

oo
2m2023 cas
28112023 cas
2012023 cas
3002 cas
omn2z023
0222023
oan2z0z3 cas
oanzz0zs cas

057122023 cAs

06/122023 s

071122023 [ 200 5.00AM 1000AM 11.00AHM 200PM 200 cAS

oa/122023 | 300 11:00am 200 400PM cas

091122023 cas

0122023 cas

View GL Distrbutons  Override Timeshee! GL Distribufion  View/Add Leave Altachmens

‘Approve Tmesheet

Retum to Approve Timesheets  View Timeshests

Attendance Ordinary Tr
Hours

View Timeshet Workfiow Histary

Double o

Time &
e Har Hoors

win
Engage Student?
Hours

Status

New

New
New
New
New
Hew
Hew
ew

New

Comments

Submitied ViewEdt | Push

Submitied ViewEdt | Push

New

New

add

ads

1.6 To change the
default GL charge
code select the
Override Timesheet
GL Distribution.

Casual Staff Timesheet Manager

Ordinary Hours:
Penalty Hours:

Time & One Half:

Double Time:

Double Time & One Half:

Minimum Engagement Hours:

Total Hours Paid:
Total Hours Worked:

Sick Leave Hours:

400

100
500
300

200

@ Use the 24 hourclock 1430 = 230PM

Timesneet || Stas | E)

bay  Dae

Totsl Tiene

Pent

Processed:

Period ID: 720231210

*Hours approved and processed priorta payroll cutof fimes
will be paid on the next pay diay. Please consultthe Pay Calendar or detais

GL Distributions Override

Time Tims Out Time in Time Out Sick Leave 2 Sick Leave Hours

Overtim Hours 2

Dousle
Tmes T
One Half

win
Engage Student?
Hours

Status

Comments

Remembering to ol
enter N/Aif no e = -

The w202 cas

prOjeCt is applicable, o e = e paa
and the percentages |  “= T
must add up to
100.00% o | s . - 1 : if.::“:“ =

s 10122023 cas

View GL Disrbutons View/Add Leave Aftachments

Approve Timesheel |

Retum to Approve Timeshests  View Timesheets

View Timesheet WWorkfow History
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Manager Timesheet View

Timesheet GL Overrides

Personalize | Find | View Al | & | [B3 First ‘4 1of1 » Las

employee for review.

Empl ID Empl Record Period ID Fund Department Project Percentage
T20231210 Q, aQ Q 100.00| 1+ =]

OK Cancel

1.7 If you have a

question about the ' o

times entered you

can Push Back the

entry to the

will be sent to the

employee advising
them the timesheet
has been approved.

View GL Distioutions _ Oves

ool GLDistrbution.  View/Add Leave Attachmens

Retum to Approvs

Views Timesheet

You must first enter o = =

a comment in the R -
comments box = =
explaining why you

have pushed back

the entry. e iin Viihadre s b

1.8 If you are

satisfied with the -

entries, you can :

Approve the -

timesheet for .

payment. - .

Once Approve 3
Timesheet has been = -
selected a -
confirmation will T - =
appear and an email | = =
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Staff claiming overtime

Casual Staff Timesheet Manager

L )

2.1 Overtime
hours are those
worked in
addition to the
staff members

Processed:

Period ID: T20231210

“Hours approved and processed prior ta payroll cutoff fimes
will be paid on the next pay Gay. Please consult the Pay Calendar for details.

GL Distributions Override

| i oo e ot s e e s tendance Ordinary Time8  Double To penalty W i i Comments
o g g, o 52

rostered hours i = i T -
and will be paid et | e . I
at overtime rates. | ~ oo . oo
" Sat 02122023 S New Add Push
- - e
(Clause 27.4) e - e
T i = T
. Th  O7M220% 200 900M 1000 1004 12000 200 s 100 100 Submitod ViewEdl | Push|
Please review Mo mumm somows oz 2omm s s swnites ewess ]
and Conf”—m the s 10M20003 fcas New  Add Pih

View GL Distibutions  Override Timesheet GL Distibution.  View/Add Leave Atiachments

hours entered are e

Returm {0 Approve Timesheets  View Timeshesls

C o r re Ct View Timesheet Workilow History

22 The system Casual Staff Timesheet Manager
will '
automatically

assign any of the : 5 D, i
highlighted serene

@ Use the 24 hour clock 14:30 = 2:30PM GL Distributions Override

columns if the L

Processed:

Period ID: 720231210
1.00

correspon dln Dy D ol Timein Tmeow  Tmen Tmeow  Tmeln Tmeow  siklesve? Sk Lonve Hours  Overtin Hours Aerdincs ovoaryfines Doutie Eﬁ'mﬁm E‘.w Sudent? st Comments
p g T - o
Crlterla IS met. Tue 2812023 cas New  Add Push
wea 29z s New g Pus
o s cas New A Pt
i ommames s New  ade P
Please double sat 02122023 cAs New  Add Push
s oz s New A push
h k th on  oaromis cas New  Add P
chec ese = e - e ([
l. m r Wed o220z cas New g Push
columns are e i i)
t Fri 08122023 3.00 11:00aM 1200PM 200 400PH cas 3.0 Submitied View/Edit [ Push]|
accurate. = 5T |
s omees cns New  add Push

View GL Distribufions  Override Timeshee! GL Distibufion  ViewfAdd Leave Attachments.

If you have any P
questions or are e
unsure, please
contact your
local HR team to

assist.
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Approving sick leave

Casual Staff Timesheet Manager

3.1 Review any S
submitted sick leave
hours.

Period ID: 120231210

500 “Hours approved and processed priorto payol cuofl fmes
300 vl e paid on the next pay day. Please consultthe Pay Calendar fo detais.

Sick Leave Hours: 200
@ Use the 24 hour clock 14:30 = 230PM GL Distributions Override.
[ Timesneet || Status | E)

Doste oty 0
Dw O T Tmen  Teeos Tesn Theou  Twsn  Tmou  Seklew? | Seklewatious  Overimeiows Al Onay Toed [Douke SN puraly Mo ey |

If sick leave has been T
submitted check the | » oo CETEN

= e
view/add leave e = e
ST . - = N

t t h t f sat 0211212023 cas New Add Push
attachments 1or a S - e
. e = T

relevant Medical e e T
elleae = T

C e rt i f i ca t e/ The 07122023 200 900AM 10:0084 1100800 12000 @ cas 100 100 ‘Submited ViewEdt \@
Fi 08122023 300 11:00AM 12:00PM 200PM 200PM cAS 300 Submited ViewEdl | Push|

st owraz02 cas i Add Push

Statutory = -
Declaration as per S

Retumto Approve Tmeshests  View Timeshests

clause 35.14 i

Additional items

Timesheet Period | YOU may view the current timesheet periods and cut-off dates here;

The Approve Timesheets page will only let you access timesheets for the current
and one prior timesheet periods. You can access all 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

Lo 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

Viewing old
timesheets

Timesheet
workflow history

@ Use the 24 hour clock 14:30 = 2:30PM GL Distributions Override

| Timesneet || status | )

o e Tl | Tmeln Time Ot Timen Time ot Tein Tene Ot ek Loave ? SokLesve o Overims Hours SLRnoe Oy e Double TS Cennty e stsens
Heel Tl e

Mon  zmmi0es cas

Tue 2811112023 CAS

‘Wed 291172023 CAS

e somizes cas

m ooz cas

Sat 024272023 CAS

Sun 0311222023 CaAs

Mon 041272023 CAS

Te o310z ons

vies  oonzzon cas

Thu 071272023 2.00 9:00AM 10:00AM 11.00AM 12:00PM 200 CAS 1.00 1.00

Fi 08120033 3.0 T100AM oM zooPw 200pmt cas 200

sa osnaoon cas

Sun 1041272023 CAS

View GLDistrioutions  Override Timeshest GL Distribuion  View/Add Leave Attachments

[ Approve Timesheet |

Retun 1o Approve Timesheels _ View Timesheets.

View Timesheet Workfiow History |
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