Australian

Qf’ National
University

Online Timesheets Quick Guide - Casual Professional Staff
Quick Guide

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

Casual staff are to submit timesheets in HORUS:

Submitting Ordinary Hours
Submitting Over Time (
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

TimeSheet [EmployeeSeIfServicelpﬁJ V V
Navigate to the 0 & Ls
Timesheets tile in 254 a8
HORUS
& (A
2

1-1 SeleCt the relevant Review and Edit Timesheets

T Edit Timesheets Casual Staff Timesheet
JOb/eg‘]ployment W Select Job Title
recor B —
Job Information
Job Title E’;ﬂm :zf"‘“;‘;'r' Department. Supervisor
1'2 SeleCt the releva nt Casual/Sessional Academic 1 ¢

timesheet period
(Period ID) that you
are entering hours in

[ANU Officer Gr 7 (Research)) 2 [

Review and Edit Timesheets

Ediypizeshect Casual Staff Timesheet

Please nOte.' yOU Only E—— Select Timesheet
have access to edit EmplRocord 1
timesheets for the Select Timesheet
current period and the ®](a] R e
One previous In the Period ID Description Begin Date End Date

. : Period ending 26/11/2023 1311112023 26/11/2023
a/l;llll-rfe;g: Z,:ZZ,I?eete; you T20231210 Period ending 10/12/2023 2711172023 10/12/2023

make future-dated
entries.
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Using 24 hour time
format enter your
times.

If your shift or hours
worked spans
midnight you will
need to enter Time
Out of 23.59 on one
day and Time In as
00.00 for the next
day.

Casual Staff Timesheet

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

Total Hours Worked:

Sick Leave Hours:

“Hours aporoved and processed prior to payrall cutoff times

Wil be paid on the next pay day.

Please consult the Pay Calendar for details.

Name: Empl ID: PHelp
JobTitle: Empl Record:
Department: Eligibility Group: Research
Reports To:

Penalty Hours: Processed:

Time & One Half:

Double Time:

Period ID: 120231126

Use the 24 hour clock 14:30 = 2:30PM

Timesheet  Hours Summary  Status 1>
Day Date Total | TimeIn Time Out Time In Time Out Time In Time Out Sick Leave ? Sick Leave Hours ma’;’."“,: Status | Comments
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Submitting overtime (Enterprise Agreement

Timesheets have a
column to claim
overtime hours - these
are worked hours in
addition to your
rostered hours and
will be paid at
overtime rates

2.1 In addition to
adding your times -
Add the total number
of overtime hours in
the 'Overtime column

Note: The Total column
will be inclusive of
rostered and overtime
hours

2.2 Submit your
timesheet to your
supervisor for
approval

Day Date Total Time In Time Out Time In Time Out Time In Time Out Sick Leave 7 Sick Leave Hours [m Sta
v v | awlem e | [ ] [ ][] o [
N e D O o Eoaa | & T
R e e o
mo s | J I J 10 [
L I e . -
o wwws | [ J I 1> -
o wmmm | | J I J 1> -
wo s | ] [ JJ 0> -
v v | swlwor | [ew | o | e ] [ [ o [ e
wo jmvms | [ | J I J_ 1| [
mo wwms | ] J o [ e
S ol o e O ) D
T e i e N N RE T
s wmms | J I J[_ |10 [
View\Add Leave Attachment

Save for Later I l Submit All I

Return to Edit Timeshests View Timesheets
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Submitting Casual Sick Leave (Enterprise Agreement

Timesheets have a

Column tO Clalm Sle Timesheet Hours Summary Status -3
le ave ho u rs to a Day Date Total Time In Time Out Time In Time Out Time In Time Out Sick Leave ? Sick Leave Hours m?{;:n[: ]
maXimUm Of three Mon  |1311:2023 | 3.00 |1zuu ‘ ‘1500 | | ‘ ‘ | ‘ ‘ ‘ ‘ o E |
Instances per Tue | 14/1172023 | 500 |Dgnu ‘ ‘um | |13m3 ‘ ‘m}u | ‘ ‘ ‘ ‘ o E I
calendar year. R P | | || | B 1l | o ol
T | t6i12023 | | | | |l | | | | | | o L
Further Information Fi | | | | | | | | | o [
can be found below In | s |wimana | | | | |l | | |l | |o L
the Additional Sun | sorri2023 | | | il | | | | |o [ b
Information section of | wn aeo | Ml | | |l \ \ o . !
this gu|de Tue |2ut2023 | 500 fos00 | [12o0 | [1300 | [1s00 ‘ | ‘| I | soof| [ s
W | arvanes e C_ T )
. Thu 2311172023 [m] !
3.1 Enter your times | | | | | B ‘
A L T [ ] | | | | | |o i
for all rostered hours',
. sat|zsimi0zs | | | | |l | | | | |l | o L
select the sick leave o | i i i i i aE i
tick box and enter the
View\Add Leave Attachment
hours you are [ sowmim ] [ sema ] TS
Subm|tt|ng for Sle Retum fo Edit Timeshests View Timesheets
leave Return to Select Job Record
3.2 To upload your ANU TS Attachment X
required
documentation -
select View/Add
Leave Attachment at

the bottom of the

tl meSheet | Aitach Leave Document |

Cancel

3.3 Choose the
Medical Certificate/
Statutory Declaration
as per clause 35.14
you wish to upload as
the leave attachment.
Then press upload Fils Attachinsnt

I[zmﬂ Blank test doc pdf

3.4 Submit your
timesheet to your
supervisor for
approval
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Additional items

©®  Usethe 24 hour clock 14:30 = 230PM

Comments field

Timesheet Hours Summary Staus B

Owertime

Hours Status | Comments

Day Date Total  Time In Time Out Time In Time Out Time In Time Out Sick Leave ? Sick Leave Hours

You may leave o p—— | = o e |

comments for Tee tamizozs | sool[osoo | |[1zoo | [1300 1500 | |l | 1o [ | hew | Asa

YOUr SUPErvisor to | we wwms sofwo | [ue | oo | ow | [ [—

read once the moemes [ ] | | C_Js e |

timesheet has Fi Emuem E s.ooE|oeuo | i||200 | {00 i«aoo | § | | ;7 ; :\ﬂ/i""" @ ﬂi
|l | | | | |o

o ]
| 0 R T

salemezs |

been submitted.

Sevea o (Lt 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 hours 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 All 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. |f you are not ready to do this,
click Save for Later instead and complete the timesheet later

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

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:

Viewing old
timesheets

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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Cancel

You may use the
cancel button to
clear an entered
shift if the
timesheet has not
been submitted.

Casual Staff Timesheet

Name:
Job Title:
Department.

Reports To:

Ordinary Hours:
Penalty Hours:
Time & One Hal:
Double Time

D¢

Minimum Engagement Hours:
Total Hours Paid

Total Hours Worked
Sick Leave Hours:

®  usethe 24 hour clock 14:30 = 230PM

Empl ID:

Empl Record: 2
Eligibility Group: CASUAL
Processed

Period ID: T20231126

“Hours approved and processed prior to payroll culo tmes

will be paid on the next pay day

Flease consult the Pay Calendar for delalls.

sat 181172023

Timesheet Hours Summary Status
Day  Date Total  Time In Time Out Time In Time Out Time In Time Out Sick Leave ? sickLeave Hours  OVHIM® sy Comments
Mon 43412023 | 300 [1200 | |[4500 [l | e [:I
Tee | 1w103 | 500 (w0 | |[1z00 1300 500 [l | New | A [ e ]
wed |1s112023 | 500 [oeo0 | |[1200 1300 500 |l | 500 New | A II
T | 18112023 | |1l | New Cance
Fii E!mwzuzs sooé w00 | E\‘zao Euua 1800 | \ | 300 ENev i Cance |

| | |

New | Ad [ Cancel |

Casual Sick
Leave

The total instances of sick leave is capped at three in a calendar 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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