_— ,
| Australian
Q@.@ National

e

&y University

HRMS User Guide
Employees

Online Timesheets for Casual Professional
Staff

(Version 1.1 September 2017)

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C Page i of 17



HRMS Copyright Information

Copyright © 2012 The Australian National University.
All rights reserved. Published 2012.

Restricted Rights

Printed in Australia.

The information contained in this document is proprietary and confidential to
The Australian National University.

The material contained in this document comes from a number of sources
including staff and students at the University, and third parties who have given
permission for use of their material. No part of this document may be
reproduced or transmitted in any form or by any means, electronic or
mechanical, including photocopying and recording, for any purpose without
the express written permission of The Australian National University.
Requests for permission for use of the material should be made to:

Pro Vice-Chancellor (Academic Development & Information Services)
Second Floor

Chancelry - Building 10

East Road

Canberra ACT 0200

This document is subject to change without notice, and The Australian
National University does not warrant that the material contained in this

document is error-free. If you find any errors within this document, please
report them to Human Resources Business Solutions.

Copyright © 2012 The Australian National University. All rights reserved.

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C Page ii of 17



Australian
» National
= University

|
>

Table of Contents

INTFOTUCTION L. e e e 2
Benefits for empPloyEeS: ... 2
TIMEShEEt FRALUIES.. ... e 2
Timesheet eXPlaiNed ..........uuiiii i 3
GeNeral teIMS .. .o 3
Timesheet header ............oviiiii i 3
Timesheet tab ........oooviiii e 4
Hours Summary tab ........c.coooviiiiiii e 6
StAtUS taD ... 7
TIMESheet fTOOLer ... .o, 8
ENtering a timMeShEet .......coii i e e 9
CanCelliNg ENTIIES ..uueiii e 13
Pushed back timesheets ..........oouuiiiiiii e 14
Viewing historical TIMeSheets ........oouuuiiiiiiiiii e 15

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C Page 1 of 17



Australian
«Z= National
7 University

Introduction

The purpose of online timesheets is to automate the processing and payment of
payments for casual staff.

Employees will have access to timesheets for the current and previous timesheet
period only. Attendances for timesheet periods other than these will need to be
entered into the online timesheet system by the relevant HR administrator.

Benefits for employees:

o Timesheets will be available online 24 hours a day through employee self-
service in HORUS

e There will be automatic workflow between the employee and their supervisor

with email notifications

Transparency in the status of the timesheet

Ability to view historical timesheets

Clarity when timesheets are paid.

Automatic application of penalties for most categories of casual staff.

Timesheet features
Some of the main features of the timesheet are:

fortnightly timesheet periods which run from Monday to Sunday

use of the 24 hour clock

summary of Hours Paid and Hours Worked for the timesheet period.

warning message to flag more than five hours continuous duty has been entered
error message will appear when duplicate times have been entered on a
timesheet for another employment record

easy identification of weekends and public holidays

ability to enter up to three attendance sessions on the one day.
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Timesheet explained

General terms

Terms Explanations
Timesheet Period A 14 day period from Monday to Sunday.
Period ID The timesheet period ID for the timesheet.

The format of the timesheet period ID is
TYYYYMMDD

egT20120916 represents a timesheet period
ending on 16/9/2012

Timesheet Entry

The times entered as an attendance on a specific
day

Timesheet Collection of up to 14 entries for a timesheet
period.
Reports To Details of the supervisor
Department The department the employee is working in.
There is a Help button available on every page
Help button i.H&E . o : _
p button e that provides detailed information applicable to

that page.

Timesheet header

The timesheet header provides a summary of information relating to the timesheet
including information about the employee, their current supervisor and the hours
worked and paid.

Casual Staff Timesheet

Name:

Job Title: Theatre Staff
Department: Centralised Venues
Reports To:

Ordinary Hours: 9.92
Penalty Hours:

Time & One Half:

Double Time:

Double Time & One Half:

Minimum Engagement Hours:

Total Hours Paid: 9.92
Total Hours Worked: 9.92

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

will be paid on the next pay day. Please consultthe Pay Calendar for details.

Empl ID: 8339 RElD
Empl Record: 0
Eligibility Group: CASUAL Theatre

Print
Processed:

Period ID:  T20170910

*Hours approved and processed prior to payroll cutoff times

GL Distributions Override

Terms

Explanations

Ordinary Hours

Total number of hours at ordinary time

Penalty Hours

Total number of hours at penalty rates

Time & One Half

Total number of hours at time and a half

Double Time

Total number of hours at double time

Double Time & One Half

Total number of hours at double time and a half

Total Hours Paid

Total hours processed for the timesheet
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Total Hours Worked:

Total hours worked by the employee for the
timesheet period.

Note: The Total Hours Worked may vary from
the Total Hours Paid if the ordinary hours for a
timesheet entry have been amended by the
manager or administrator. This may occur, for
example, to ensure minimum payment for an
attendance.

Processed The date the timesheet was uploaded into the
payroll system
Period ID The timesheet period ID for the timesheet.

The format of the timesheet period ID is
TYYYYMMDD

e.g. T20120916 represents a timesheet period
ending on 16/9/2012

Timesheet tab

The Timesheet tab is the main section of the timesheet where times are entered.

II hieet |I Hours Sumimary Status

htor 17/08r2012 4.00 1300
Tue 18/0852012 4.0015:00
Wed 19/0852012 6.00 09:00
Thu 20/0852012
Fri 21/08r2012 2.00|0%:00
Sat 22/081201 2
sun 23/08r201 2 4.0011:00
hton 24/0852012
Tue 25/0872012
WWed 260852012
Thu 27/0852012
Fri 28/0852012
Sat 29/0872012

Sun 30/0852012

Day Date Total Time In

=k

Time Out Time In

17:00

19:00

12:00 1300

11:00

15:00

Time Out Timeln Time Out Status Comments
Approved Add Cancel
Approved Add Cancel

16:00 Approved Add Cancel
N Add Cancel
Submitted Add Cancel
= Add Cancel
Approved Add Cancel
= Add Cancel
= Add Cancel
= Add Cancel
Mewy Add Cancel
REEEY Add Cancel
Mewy Add Cancel
R Add Cancel

Terms Explanations

Day Day of the week for the timesheet entry — this will
be shaded if the day is on a weekend or public
holiday

Date The date for the timesheet entry — this will be
shaded if the date is on a weekend or public
holiday

Total Total hours worked by the employee for the
day/timesheet entry
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Time In

Start time for the attendance — up to three Times
In can be entered. Each Time In must have a
Time Out in order for the timesheet to be
submitted.

Time Out

End time for the attendance — up to three Times
Out can be entered. Each Time Out must have
a Time In in order to be submitted.

Status

This is the status applicable to the timesheet
entry. Values are:

e New — no times have been entered. This
status will also appear against cancelled
entries.

e Approved — the entry has been approved

o Rework —the entry has been pushed
back to the employee by the supervisor
for rework or cancellation.

e Ready for Processing —the
administrator has checked the timesheet
and approved the timesheet for upload
into payroll.

e Processed — the timesheet has been
uploaded into payroll.

Comments

The Comments field gives employees the option
to explain the timesheet entry. It is also used by
the supervisor if they push back a timesheet.
The field may also be used by managers/ school
administrators to alert the HR administrator to
particular payment conditions which should apply
to the timesheet entry.

Cancel Button

The Cancel button allows for the entry to be
removed from the timesheet. The cancel button
is only able to be used for timesheet entry
statuses of Saved, Submitted and Approved
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Hours Summary tab

The Hours Summary tab provides details on any applicable overtime and/or penalty

hours.

Timesheet I‘ Status

Day Date Total Time In

ton 171082012 4.00 1200
Tue 18092012 4.0015.00
Wed 19092012 6.00 09:00
Thu 2000972012
Fri 210972012 2.00 0400
Gat 220082012
Gun 23/0972012 4.00 11:00
han 240972012
Tue 2500972012
Wed ZE/0972012
Thu 270972012
Fri 280092012
Gat 290972012
Gun 30/0972012

Time Out

1700
19:00
12:00

11:00

16:00

Time In

1300

Time Out Time In Time Out

1600

Double

3 Ordina i i
Attendance Ordinary Time & Double 5 "

Penalty

Type Hours One Half Time one Half Hours
CAS 4.00

CAE 2.00 2.00

CAE 5.00

CAS

CAS 3.00

CAS

CAS 4.00

CAS
CAS
CAS
CAS
CAS
CAS
CAE

Terms

Explanations

Attendance Type

The Attendance Type determines the
employee’s payment rate. For most employees
the Attendance Type will be CAS.

For Invigilators, Simulated Patients, Projectionists
and Theatre Staff the Attendance Type will vary.

Ordinary Hours

Number of hours at ordinary time. The system
will automatically calculate the number of
ordinary hours based on the times entered.

Time & One Half

Number of hours at time and a half. For
automated categories of casual staff, the system
will automatically calculate this.

Double Time

Number of hours at double time. For automated
categories of casual staff, the system will
automatically calculate this.

Double Time & One Half

Number of hours at double time and a half. For
automated categories of casual staff, the system
will automatically calculate this.

Penalty Hours

Number of hours at penalty rates. For automated
categories of casual staff, the system will
automatically calculate this.
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Status tab
The Status tab provides details of when the timesheet has been processed for
payment.
Timesheet Hours Summary E
Original e
Day Date Total Timein Time Out Time In Time Out Time In Time Out Process Status Processed Date  Calendar Group :‘\:e“:ﬁ(i‘el";flefu)ln
et e
Mon 1702012 4.00 1300 17:00 Mot Proc
Tue TB092012 4.00 15:00 19:00 Mot Proc
e d 1arma2012 6.00 09:00 12:00 13:00 16:00 Mot Proc
Thu 20009202 Mot Proc
Fri 2170852012 2.00 |D9:00 11:00 Mat Prac
Sat 220952012 Mot Proc
Sun 231092012 4.00 11:00 15:00 Mot Proc
Mon 240902012 Mot Proc
Tue 25092012 Mot Proc
Wed 260902012 Mot Proc
Thu 2710852012 Mat Prac
Fri 2BM%2012 Mot Proc
Sat 29/092012 Mot Proc
Sun 30/092012 Mot Proc
Terms Explanations

Process Status

This indicates whether the Timesheet has been
uploaded into payroll. There are three Process
Statuses:

e Not Processed — the entry has not yet
been processed by the administrator or is a
blank entry.

e Awaiting — the entry is waiting to be
uploaded into payroll.

e Processed — the entry has been uploaded
into payroll.

Processed Date

The last date that the entry was uploaded into
payroll

Original Calendar Group ID

The pay calendar that the entry was first
processed in.

The format of the pay calendar is FYYYYMMDD
e.g. F20121010 represents a pay period ending on
10/10/2012

Reprocessed Calendar Group 1D

The pay calendar that the entry was reprocessed
in.

The format of the pay calendar is FYYYYMMDD
e.g. F20121010 represents a pay period ending on
10/10/2012
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Timesheet footer

Located at the bottom of the timesheet

Save for Later Sukbmit All

Return to Edit Timesheets Wiew Timesheets

Feturn to Select Job Record Wiew Timesheet Workflow History

Terms Explanations
Save For Later This button saves the timesheet
Submit All This button submits the timesheet to the

supervisor for approval. The employee will receive
an email advising them that the timesheet has been
submitted.

Return to Edit Timesheets

Takes the user back to the search list of timesheets
available for editing for that job.

View Timesheets

Takes the user to the job search list to view
historical timesheets

Return to Select Job Record

Takes the user to the job search list to edit
timesheets

View Timesheet Workflow History

Displays the history of workflow actions in relation
to the timesheet — when entries were made, who
approved the timesheet and when, Push Back of
timesheet entries etc.
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Entering a timesheet

The online timesheets are available in the University's self-service system called
HORUS (http://horus.anu.edu.au)

1. | Log into HORUS using your Univeristy ID and password.

HORUS and ISIS

2. | Navigate to Edit Timesheets
Main Menu > HORUS > Manage Timesheets > Edit Timesheets

1 HORUS
B3 Training 3 AMU Performance Management » ——
3 OHS Incident Notification. — Personal Information ¥ able
9 Workforce Development (3 Payroll and Remuneration »
5 cn vord 1 Manage Timesheets
Change Passwor (] HORUS =] Edit Timesheets
(=] Review Transactions =| View Timesheets

D Manage Approval Proxies

3. | Select the Job Title hyperlink for the relevant job/employment record.

For example:
Job Information
- Emipl Position .
Job Title RedHbr  Humber Department Supervisor
ARL Officer 3 (Adrministrationy ] oooooeey  University Casual Pool Superisor, Training
AR Officer 2 (Administration 1 00000886  University Casual Pool Timesheet Superisor Casual
AR Officer Gr 4 (Research) 2 00022031 RESSCHACCT & BUS INFO BYS  Supervisor, Training

4. | Select the Period ID hyperlink for relevant timesheet period that you wish to
enter hours for.

For example:
Select Timesheet o s | Fing | “iew &1 | B | = First B 1-2 of 2 L2 |ast
Period ID Description Beqgin Date End Date
] Period ending 30/09/2012 17/09/2012 30/09/2012
20121014 Period ending 14/10/2012 01/10/2012 141102012

Please note: Only timesheets for the current timesheet period and the previous
one are available to edit.
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5. | Using a 24 hour clock format enter the start time in the first Time In field, eg

10.05
Day Date Total |TimeIn |Time Out Timeln Time Out TimeIn Time ut Status
Mon 170872012 hoos || Mew

Both Time In and Time Out times will need to be entered in order to submit your
timesheet to your supervisor for approval.

6. | Using a 24 hour clock format enter the end time in the first Time Out field, eg

12.50
Dy Date Total Timeln [Time Oat [Timeln Time tut TimeIn Time Out  Status
eyl 1710972012 275 10:05 12:50 [ ey

7. | If applicable, enter in further start and end times in the Time In and Time Out
fields.

8. | If the hours worked span midnight, you will need to enter Time Out of 23.59 on
the first day and Time In as 00.00 on the next day.

For example:
Day Date Total Timeln Time Out Timeiln Time Out Timeln Time Out

fton 17092012 1.99 |22:00 2389
Tue 18/092012  2.00 |00:00 0z:00

9. | You may add comments by selecting the Add link.

Day Date Total Timeln Time Out Timeln Time 0wt Timeln Time Out Status Comments
hdon 1710972012 593 10:05 12:50 13:42 16:53 Ileny

Once a comment has been added the Comments link will change to View/Edit
to alert your supervisor to your comment.

Day Date Total Timeln Time Cut Timeln Timetwt Timeln Time Out Status
mMan 1705972012 5.93 |10:04 12:50 1342 1653 ] Bty

10, When you have entered the work hours you then may opt to save, or submit the
timesheet to your supervisor for approval.

11| To save the timesheet select the Save for Later button.
Save for Later

The timesheet can be saved as you enter times throughout the timesheet period.
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12,

To submit the timesheet to your supervisor for approval select the Submit All
button.

Submit Al

The timesheet can be submitted either daily, intermittently or fortnightly.

However it should be submitted by the end of the timesheet period to ensure you
are paid on the next pay day.

13,

Upon selecting the Submit All button you may receive the following message:

(x|

Times entered on 03095201 2 overlap with times on employment record 01
(25600,42)

You hawve entered times which averlap with times you hawve already entered for
the same date on a Timesheet for another employment record. Please
amend ar cantact your HR Administrator.

oK

This means that there are times overlapping on a different job record. This will
need to be fixed on one of the job records in order to submit the timesheet. If an
adjustment needs to be made on the other timesheet and it has been approved
you will need to contact your HR Administrator to adjust it on your behalf.

14,

Once the Submit All button is selected a confirmation page will display:

Timesheet
Confirmation

V Yfour timesheet has been submitted far approval.

..............................

Select the OK button.

15,

The Timesheet Workflow Approval page will display.

TEQSA Provider ID:
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Timesheet Workflow Approval

Name: Timeshaet, Training Empl ID: 3247189
Job Title: AN Officer Gr 4 (Research) EmplRed Nbr: 2

Period ID: Period ending 168/092012
Begin Date: 0350952012 End Date:  16/09/2012

Status: Submitted

Emplid Action DateTime
132871489 Tirmesheet Training Saved 1850912 13:41
23287189 Timesheet Training Submitted 1850912 13:43
33287189 Timesheet Training Suhmitted 1900912 10:45
4 32871849 Timesheet Training Saved 197091 2 16:27
513297189 Timesheet Training Submitted 200912 11:19
6 9507789 Timesheet,Training Saved 270812 11:08
79507789 Timesheet Training Submitted 27091211149

— Timesheet Approvals:Fending
_Mgmt_By

Pending

@ Training Superisor
Uses Posttion Mumber

This page provides details on the transactions made on the timesheet as well as
details of the supervisor that the timesheet has ‘workflowed’ to for review and
approval. If the supervisor is incorrect please contact your HR Administrator.

16, Once the timesheet has been submitted to your supervisor for approval you will
receive an automated system email.

17, Things to note:

e you are able change timesheet entries that have not been approved.
e you can add new entries even if other entries are approved.

e you are not able to enter times for future dates.
[}

you will receive a warning message if you enter hours worked for total of
five continuous hours or more.

18, You will receive an email when your supervisor approves the timesheet.

19, End of Procedure
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Cancelling entries

1. If you need to delete any times entered against a day you can select the Cancel
button.
Day Date Total Timeln TimeOut Timeln Time Out Timeln Time twut Status Comments
Mon 17082012 s00[11:00  [1300  [1500  [18:00 saved Add | cancel |

2. A confirmation message will appear.

Arewyaol sure you want to Cancel this row’y (25600 433

Select Yes to confirm the cancel.

Select No to stop the cancel.

3. Please note that the Cancel button is only available on timesheet entries with a
Status of Saved, Submitted or Rework. If you need to cancel an entry and
button is unavailable you will need to contact your HR Adminstrator to cancel on

your behalf.

4. End of procedure.
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Pushed back timesheets

Timesheets may be ‘pushed back’ by your supervisor if they have a question about
the times you have entered. You will need to review and amend the entry in question
if applicable, and then resubmit the timesheet for approval.

You will be notified by an email when a timesheet has been pushed back.

1. Log into HORUS.

Navigate to Edit Timesheets
Main Menu > HORUS > Manage Timesheets > Edit Timesheets

2. Proceed to the timesheet in question.

3. The pushed back timesheet entry will have a Status of Rework:

Day Date Total Timeln TimeOwt Timeln Time it Timeln Time Out atus | Comments
Man 17092012 8.00 |0%:00 12:00 13:00 18:00 R eveork Wiew Cancel

4, Select the View hyperlink to read the comments made by your supervisor as to
why it was pushed back.

Day Date Total Timeln Time Ot Timeln Time Gt Timeln Time Ot Status Comments
Mon 17/mar2012 2.00|0%:00 12:00 1300 18:00 Rewark Cancel

5. Select the OK button to exit the Comments page.

6. If appropriate, make the necessary adjustments by either changing/deleting
times or cancelling the entry.

7. If there are no adjustments to be made, make a note in the Comments with
your reason why.

8. To resubmit the timesheet to your supervisor for approval select the Submit All
button.

9. End of procedure.
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Viewing historical Timesheets

You can also view historical timesheets

1. Navigate to View Timesheets
Main Menu > HORUS > Manage Timesheets > View Timesheets

2. Select relevant job/employment record.

View Timesheets
Select Job Record

Training Timesheet
Job Information

Job Title Eﬁ:)_lllhr ﬁ Department Supervisor

AU Officer 3 (Administration) 0 Qooooes?  University Casual Pool Supervisor, Training

AR Officer 2 (Administration) 1 Qooo0ess University Casual Poal Timesheet Supervisor Casual
AR Officer Gr 4 (Research) 2 00022031 RESSCHACCT &BUS INFO SYS  Supervisor, Training

3. You will be taken to a page which displays a listing of your historical timesheets.
Select the required timesheet by selecting the Period ID.

View Timesheets

Select Timesheet

Training Timesheet

Select Timesheet Jigwr &) B Fiest 1 120f2 1 Last
Period ID Description Begin Date Endl Date

T Period ending 16/0952012 037092012 16/0952012
T20120930 Fetiod ending 30/09r2012 1770952012 30/09r2012

4, The timesheet selected will display.

5. End of Procedure
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