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GeneralTimesheets

1. Logging into the Web Kiosk

To access the Web Kiosk put fiolowing web address into your internet browser:
webkiosk.csu.edu.au

Thiswill open the CharleSturt UniversityWeb Kiosk logn webpageEnter your Username and Password into the
appropriate fields and click the OK button.

CHARLES STURT ‘

WEB KIOSK

UNTVERSITY

Username

Password

Copyright @ Talert2 Warks Piy Lid. (ACN 010802 282)

Figl
A screensimilar to the screen beloFig2), will appear

P& CHARLES STURT ‘

WEB KIOSK Hide Menu Log Out Print

% UNITVERSITY

EEEIEEIERD Welcome to the new Employee Kiosk, S8t st
Please LOGOUT when finished.
(] Personal Details
(1 Payroll Details.
(23 Employment Details.
Creave
| T e o e
(2] skills & Development
[ Select Job
[} View Transactions
[ Employee Calendar

Fig2
The web kiosk has a menu tree on the left hand side of the screen that contains information about you. You are also
able toview a various things about you and yqosition at Charles Sturt University. The majority of this document
will deal withGeneralTimesheets.
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2. Accessing Timesheets

1. Click on theTimesheetdolder (Fig 3)
2. Click on theGeneralTimesheetitem

Expand All | Collapse All

(1 Personal Details
[C1 Payroll Details
[C1 Employment Details
1 Leave
E d Timesheets
[ ] Academic Timesheet

[ General Timesheet

I:l Skills & Development
D Select Job
D View Transactions
D Employee Calendar

Fig3
3. After clicking theGeneralTimesheet menu item, th&eneralTimesheesummarypage will appear (Fid).

WEB KIOSK Hide Menu Log Out Print

Expand All | Collapse All ==+ CHARLES STURT g k. B
xpand Al | Collapse B Employee: %4&%; e SpRe
: Job: 02, PT CASACS % X
(1 Personal Details.
3 Payroll Details .
1 Employment Details General Timesheet
[ Leave
5 &3 Timesheets Click here to add a new timeshest
[1 Academic Timesheet . N
[ General Timesheet Existing Timesheets
1 Skills & Development
D) Select Jobs Expand All | Collapse All
[} view Transactions
D Employee Calendar Not Submitted {0 timesheets)
L {Not Apy; (0 ti
Approved (Not Paid) (3 timesheets)
Rejected (0 timesheets)
This page was produced Februsry 17, 2009 10:40 am by program VWHB278 (revision 11.3) MZ
Copyright & Talert2 Warks Pty Ltd. (ACH 010 602 832)
LUser Preferences Top of Page

Fig4

4. Thereis a function that allows you to hide/show the menu on the left. In the top right hand corner of the web kiosk
screen, there are thre functions.Hide Menu, Logout andPrint. If you click thédide Menufunction the menu on the
left will hide. TheHide Menufunction then changes t&how Menu Click theShow Menufunction to have the menu
reappear.

5. The menus below the headirigxisting Tinesheetscan be expand by clicking on teepand Albption or by clicking

the plus sigto expand individual menug-ig 5)

General Timesheet

Current as at: v| Leave Blank to display all Timesheets

Not Submitted¢ Timesheets that
. . have been saved by the user but ng
Existing Timesheets .

submitted to the approver

Expand All | Collapse All
Submitted¢ Timesheets that have

& Not Submitted {0 timesheets) been submitted for Approval

- Submitted (Not Approved) (0 timesheets) ) )
Approved (Not Paid}, Timesheets

that have been approved for
payment

- Approved {Not Paid) {0 timesheets)

#- Rejected {0 timesheets)

This page wwas produced August 28, 2009 08:31 am by program WHE27E (revision 11.3) ) .
Copyright @ Talert2 Works Pty Ltd. (4CN 010 602 692) Rejected¢ Timesheets that have

been rejected by the approver
Uzer Preferences

Fig5
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3. Enteiling a timesheet

1. To create a new timesheet click on the link at the top of the TimesBaatmarypage that says

Click here to add a new timesheggtig6)

General Timesheet

Current as at

Click here ta add & new timesheet |

Existing Timesheets
Expand All | Collapse All

Not Submitted (0 timesheets)
Submitted {Not Approved) (0 timesheets)
Approved (Not Paid) (0 timesheets)

Rejected {0 timesheets)

Copyright @ Talert2 Works Pty Ltd. (ACN 010 602 892)

User Preferences

[E&]+| Leave Blank to display all Timesheets

This page was produced August 28, 2000 08:31 am by program WKE276 (revision 11.3)

Fig6

2. You will be askd to choose &Startdate for the timesheet. (Fig).

You can type tl date into thedatefield or select a date using the calendar butttoctated beside thelatefield. The
date that is selected for th8tart Date will be the earliest date that can entered onto a Timesheet.

PLEASE NOT¥ou cannot enter a date that is earlier than ttntractStart Date

Click theFind Employee Jolsutton.

General Timesheet

Add New Timesheet

Start Date:

£

Find Employee Johs

]

Backto Timesheet List

Fig7

3. You will bepresented with a screen where you will needselect a job, before proceeding to the Timesheet entry
screen.You can select all your available contrdmysclicking the Select all Jobs button. Or you can select an individual
job by clicking theick box in theSelectcolumn, beside the appropriate jofbhen click the continue button.

CHARLES STURT
\f/l‘\'l\l.kﬁll'\

General Timesheest

Add New Timesheet

Start Date: 17-Apr-2009  [EE~|
Find Employee Jobs
Select LD Position No Details SchoolSection B Start Date
No Status
O o B Casual

Contract Mo: 0940-  School ofs: 488
1

Back to Timesheet List

Employee: #5E3F4%% Soeghis Do
Job: 01, Contract No: 0940-1

01-FEB-2009 29-0CT-2009 A10:

End Date Account No  Approver

452144 Secretaryitdmin
Assistant

Fig8
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4. After selecting a valid jolthe GeneralTimesheewill open(Fig9). The timesheetan be separated into four sections:

Section 1¢ Yourdetailsandthe timesheet details
Section 2¢ The timesheeentry matrix

Section 3¢ the Action buttons

Section 4¢ The Timesheet Summary details

General Timesheet
Job  Position . . : - Employment Contract
L No No Position Title School/Section S Start Date End Date Account No iy Approver
01 B2 Supervisors- External  Student Admin Casual 15-MOV-2004 20-AUG-2009 A10258%5 1% 35 Q 2
General T
Start Date for Timesheet: 16-AUG-2009
New Timesheet for Soswwii, Evanat Saling (11155858) Status = NEW
Delete Work Date Day Units Pay Code
[0 [E | |
o) E=H =
2 | B B N
B ] H
[E EH | |
[E EH | |
o) E=H =
[E EH | |
i [ Sawve H Sawve and Submit ” Fefresh ” Expand Repeats ] [ Add a Row ] [ Cancel ]
Timesheet Summary Details
4.
- show job 01

Fig9

a) Timesheet Information(Section 1)

Section lat the top of thetimesheet is a summary of your information, includiggur general informationthe Start
Date for the timesheet and the calendar you haeteced for this timesheet.

b) Creating your timeshee{Section 2)

Section 2of the Timesheescreen(Fig 9JsaNew Timesheet

a.
b.

The delete buttorD will delete the entire row of the timesheet

TheJob Nocolumn will only appear if you have selected multiple jo¥isu are able to select a particular job
number for the particular work date entry.

TheWork Datefield can be entered by typing or selecting from the calendar button. This date must be from
the start date of the timesheet and within the selected Calendar dates and the Start and End dates of the job.
After entering the date, if you use the Tab tart the keyboard, the Day will appear.

TheUnitsthat you enter are appropriate to the payde. Generally, the units will be hours in decimal

format. For example 1 hour and 15 minutes will be 1.25 hours/units or 1 hour and 45 minutes will be 1.75
hours/units. To enter a whole hours, you only need to enter the number eg 3 or 7, you do not need to enter
3.00r7.0

To select @aycodeclick on the dowrarrow iconEI beside the field. This will open a pojp window that
will display all the available paycodésd 10). To select a paycode, click on the paycode and this will place
the paycode into your timesheet.

Version date: 23ut2009
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General Timeshest -

s OV alups: o) o EE I CYDEOTI A T LETNE IR ,_JJB

:Oh :osilion Paosition Title School'Section E'tl;lt)lo = .
Ol N0 i 0 List Of Values: PAY CODE

0z 6 Casual School ot ey & ¥ Caglal Hos)
2

Start Date for Timesheet: 18-FEB-2009
PAY CODE DESCRIPTION
Al Assist, Same Room

- AlNWZ Agsist, Separate Room
New Timesheet Status =NI| —~— ot

CIky1 Paper Receive & Check

CIMYZ  Exarninee Non-attendance
Delete Work Date Day  Units Code / Civ2

PIMY1 Preside, 1 Candidate

@ ' j PIMY2 Preside, 2- 50 Candidates

@ - PltW3 Preside, 51 - 150 Candidates
Pltvd Preside, 151 - 250 Candidates

@ j TiM Timesheet Payments

o) =

o) [

] Elr [ |

o) H

B B~ | =

[Save ][ Save and Submit ][ Fefresh ] [ Add a Row ] [ Cancel ]
Fig10

You can also search for a payde by typing the whole code into the search field at the top of the-ppp
window and pwshing find or you can search for a range of codes by using a wildéped) to find all codes
that contain the numbers and5 together €g15, 015, 150, 815) you would put %18étween two
wildcard symbolsinto the search field andlickfind. The listwill then be reduced to those codes with 15.

c) Saving and Submitting your timesheé$ection 3)

Section 3of the timesheet screen (Fig 9) there are the following buttons

Button Function

Saves the timesheet. This allows you to return to the timeskedet to either add or

Save .
delete entries.

e

Sae and Submit Saves the timesheet and also submits the timesheet for approval.

Refresh will update the timesheet. If you added some information that is not
Fefrash displaying the in the Timesheet summary dethily’ R & 2dz R2y Qi &I
timesheet click the refresh button to update the information

Add a Fow Adds a row to bottom of the timesheet.

Cancels any entries made. Then takes you back to the iGitiaéralTimesheet

el screen (Fig 4)

After you clickSaveand Submityou should receive a message on the screen telling you that your timesheet has been
successfully submitted to the approvétig 13)In this example screen shot also contains a Warning message. This is
warning message has only been displayethasstaff member has exceeded the allotted number of hours for this
particular Paycode. This will not stop the timesheet from being submitted, but the warning will also appear for the
approver.

General Timeshest

Done! Timesheet details have been saved and submitted for approval.

The actual hours recorded against Paycode AX150 for employee <83 have exceedad the warning level of 5 hours in snapshot 44

Backtn Timesheet List

This page was produced February 17, 2009 11:09 am by program WHE8278 (revision 11.3)
Copyright @ Talent? Works Ply Lid. (ACN 010 502 592)

User Preferences

Figll

Version date: 28ut2009 Pageb



Clicking theBack to Timeshedtistlink will take you back to the initial Timesheet page (Existing Timesheets) as seen in
Fig 5.

d) Timesheet Summary DetailSection 4)

Section 4of the Timesheet is a Timesheet Summary. The summary can be viewed by clickingloowjeblink or

by clcking the plus sig (Fig B)

Timesheet Summary Details

H-show job 02

Fig12
This provideyou with a summary of the timesheetou can add further comments for the approver by added them
to the optional comments box at the bottom of the form.

Timesheet Summary Details

El hide job 02

This Timesheet Owerall Estimate
Job No Position Titl Pay Code Award/Class./Step Pay Rate Units Indicative Value Units Indicative Value
oz PIT CASACS Beivagiis s iy A150 ! 0.0000 1.00 0.00 1.00 0.00
Totals for Joh 02 1.00 0.00 1.00 0.00

Timesheet to be approved by 452123 HOS, #isi = il Wi
Add optional comments
for the approver:

Figl3
e) Modifying a timesheet

Before a timesheet is approved you have an opportunity to make modifications to the timesheet. Any timesheet that
is still in theNot Submittedand Submitted (Not Approved¥ection of the timesheet summary page can be modified.
Yau can also modify timesheets that beBejectedby the approver.

i. Modifying timeshees that have not beensubmitted
From theGeneralTimesheet summary page, to modify a timesheet that hatsbeen submittedclick on the Record
ID number of the time shedtg 16) This will open the timesheet and you can make any necessary modifications.
Maodifications are made using the same steps you would use to create a timesheet, as outline in previous sections.

Existing Timesheets

Expand All | Collapse All

[=)- Mot Submitted {1 timesheet)
Record ID Job No Start Date End Date Total Units Delete
LS 02 01-FEB-2009 02-FEB-2009 2 F

Delete:
Timesheets

Figld

. Modifying timesheets that lave been submitted but not approved
From theGeneralTimesheet summary page, to modify a timesheet that has been submitted but not yet approved,
first you must unsubmit the timesheethe quick wayd unsubmita timesheetis toclick the box in the unsubmi
column for the appropriate timesheet and then click the Unsubmit buttéou can also click on the Record ID number
and unsubmit the timesheet by clicking the Unsubmit button, near the bottom of the page.

[l Submitted {Not Approved) {1 timesheet)
Record ID Job No Start Date End Date Total Units Type Delete Unsubmit
35 02 09-FEB-2009 09-FEB-2009 1 Mew Fl Fl
Delete Ungubmit
Timesheets Timesheets
Figl5

This will then move the submitted time sheet back to thet Submittedsection of theGeneralTimesheet Summary
page.The timesheet can then be treated like it had not been submitted.

This method can also be applied to timesheets that have If&gjacted

Version date: 23ut2009 Page6
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4. Viewing Timesheet information
Once you haveavedor saved and submitteda timesheet or a timesheet has beapprovedor rejected, you will be

able to viewa summary of théimesheet inExisting Timeshegpage, whichwas mentioned in the Accessing

Timesheetssectionof this documentThis is screen you first view after clicking@aneralTimesheet from the left

hand menu.

From this screen you can perform some quick actions to the timesheet. By using the ticlobakedar right hand
side of the screnand Delete and/or Unsubmit timesheet buttongu caneasily delete or unsubmit timesheets
without having to go into the timesheet itself.

NOTEOnce the timesheet has beeteleted, youcannotretrieve it. However, an unsubmitted timesheet can be

resulmitted.
Existing Timesheets
Not Submittedg
Expand All | Collapse All X
Timesheets that have
- Not Submitted (1 timesheet) been saved by the
Record ID Job No Start Date End Date Total Units Delete
E 02 01-FEB-2000 02-FEB-2008 2 0 user but not
submitted to the
Timesheets
approver
- Submitted (Not Approved) (1 timesheet) .
Record ID Job No Start Date Enil Date Total Units Tvpe Delete Unsubmit SU bm Itted c
35 0z 09-FEB-2009 09-FEB-2009 1 Mew O O Timesheets that have
Delet Unswbmit :
Tineshests | | Tiasheeis been submitted for
Approval
- Approved {Not Paid) {5 timesheets)
Record ID Job Ne Start Date End Date Total Units Approved (Not Pa|d)
Details n2 09-JAN-2009 22-JAM-2009 4 .
- ¢ Timesheets that
Details nz 09-JAN-2009 22-JAN-2009 1
Details 02 23-J4N-2008 05-FEE-2008 1 have been approved
Details 0z 06-FEB-2009 19-FEB-2009 1 for payment
Details nz 20-FEB-2009 05-MAR-2009 1
Rejectedq
[=- Rejected {1timesheet) Timesheetshat have
Record ID Job No Start Date Endl Date Total Units Delete Unsubmit H
34 02 19-FEB-2009 19-FEB-2009 1 O O been rejected by the
Delete Unzubmit apprOVGI’
Timeshests Timesheats
Figl6

a)

Rejected timesheets can be viewed in the Rejected section as per Fig 16. However, to view any comments that the

Rejected Timesheetg Approver Comments

Approver has madaegarding the rejection of the timesheetsan only be viewed iNiew Transactions (Sectior;6
View Transactions of this document).

When you view the timesheet through the View Transaction section of the Web Kiosk, you will then be able to view

the App2 @S NI &

CragMigh&g Witk the red box belowFig 17).

Pending Transa

Academic Timesheet

ctions

Delete Record Hame Calendar Total Created Date QEEERCHEneH] EroRtarets Commentg Mgr Comments
{[1] Hours By you By
-AUG- AU G- '0u are over the maximum hours for this contrac
O B1675 2009 10 12-AUG-2008 16-AUG-2009 i thi i h for th tract
Calendar 003: This WEB_TIMESHEET record was rejected an
(2009} 04-SEP-2009
O B1578 2009 1 12-AUG-2008  16-AUG-2008 You are over the maximum hours for this contract
Calendar 003: This WEB_TIMESHEET record was rejected on
(2009) 04-5EP-2009.
[] G1569 2008 1 12-AUG-2008 16-AUG-2009 Already claimed on 1/6/08 003: This
Calendar WEB_TIMESHEET record was rejected on 12-AUG-
(2009 2008,

Figl7
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You can also view more detailed information by clicking on the corresponding Record ID number (Fig 17). This will
then display the extra information in a new pap window (Fig 18)Comments are also displayed at the bottom of

page.

&71View Transactions - Microsoft Internet Explorer E]@

~

T
™

CHARLES STURT g e )’
&/ UNIVERSITY Emﬁ]&yﬁi‘_ﬂé’*’ CSU green

Pending Transaction
Academic Timesheet

The actual hours recorded against Paycode A3160 for employes 11337153 have excesded the warning level of 41 hours
in snapshot 1
The actual hours recorded against Paycode AX160 for ernployee 11337153 have exceeded the warning level of 49.5 hours in
snapshot 1
The actual hours recorded against Paycode AX200 for ernployee 11337153 have exceeded the warning level of 13 hours in snapshot

Person ID Name
Job ID
Occupancy Type  Substantive

Contract Mo: 0940-2 Emp Status CASAC Accountz A103
SchoeolSection  School of&Fs="%
Commence Date 01-MAR-2009
Termination Date 23-OCT-20049

pondeti® 2000 Calendar

Work Date Day Units Paycode Subject
06-AUG-2009 Thu 10 AARTRD ITC02C
TOTAL 10

This page was produced September 04, 2009 01:21 pm by program WE27E6 (revision 11.3) m‘:}
Copyright @ Talent2 Works Pty Ltd. (ACH 010 602 832)

User Preferences Top of Page

Table Name WEB_TIMESHEET
Description Academic Timesheet
Record Id 18196810
Created Date 12-AUG-2009
Approvalld 452144
Appr. Title  SecretangAdmin Assistant
Appr. Status Rejected
Appr. Level

3,

et

I- Comments You are aver the maximum hours for this contract 003: This WEB_TIMESHEET record was rejected on 04-SEP-2008.

Close

Figl8
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5. Viewing Timesheet History
You are able to view your timesheet history by clicking the Timesheet History men(FigB) in the Timesheet

Folder

=l ﬁ Timesheets

D General Timesheet
D Academic Timesheet

O

D View Transactions

Fig19

Your timesheet historyill then be displayed (Fib9).

Timesheet History

Audit 1D Approved Timesheet® Contract Job Date Hours Pay Code Subject Paid?
3638166 22-JUN-7008 135 Mo 4015 01 18-JUM-2008 1.5  AX160  INF410  ‘Yes
3638166 22-JUN-2008 135 Mo 4015 01 17-JUM-2008 1.0 A{160  INF410 ‘Yes
3638166 22-JUN-7008 135 Mo 4015 01 1B-JUM-2008 1.5  AX160  INF410  ‘Yes
3638166 22-JUN-2008 135 Mo 4015 01 15-JUM-2008 1.5  AX160  INF410  ‘Yes
3638166 18-MAY-2009 53 Mo 4015 01 12-MAY-2009 1.2 A{160  INF410  ‘Yes
3638166 18-MAY-2009 53 Mo 4015 01 11-MAY-2009 1.5  AX¥160  INF410 ‘Yes
3638166 18-MAY-2009 53 Mo 4015 01 D8-MAY-2009 2.0 A{160  INF410  ‘Yes
3638166 18-MAY-2009 53 Mo 4015 01 O7-MAY-2009 2.0  AX1B0  INF410  ‘Yes
Records 1o 8 of 8
[First][ Frewvious ][Nex‘t][Last]

Fig20
Column Description
Audit ID A system generated audit number.
Approved | The date at which the timesheet entry was approved.
Timesheet| The timesheet numbe(useful forHRSystemsf there is an issue)
Contract | Contract Numbethe timesheet was claimed against.
Job The Job number for the contract/position
Date Thedate on the timesheet entry or the work date
Hours The number of hours (in decimal format)
Pay Code | The type of payment
Subject TheCSU Subject code
Paid? Whetherthe timesheet has been paid through a pay run or not.

Version date: 23ut2009
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6. View Transactions
You arealso able view any pending timesheets (timesheet that are still to be approved) from the View Transactions
menu item.

Expand All | Collapse All

1 Personal Details

1 Payroll Details

[:l Employment Details
1 Leave

[:] Timesheets

D Skills & Development
Select Job

[} View Transactions |

Employee Calendar

Fig21
After clicking on the View Transactions menu item a screen similar 1&gl appear.

Pending Transactions

Academic Timesheet

Delete Record ID Name Calendar Total Hours Created Date To Be Actioned By Escalated to you By
O 845 ¢ 2009 (2009) 1 20-FEB-2008  20-FEB-2009
O 842 Felys 2009 (2008) 1 17-FEB-2009  17-FEB-2008

Fig22
You are able to delete the timesheet but clicking the tick box under the Delete column and pushing the delete button.

PLEASHOTEYyou can onlyelete timesheetfrom View Transactionsyou cannot unsubmit them.

You are able to viewhe detail of the timesheet by clicking on the Record ID number, which will then opernagpop
window with the information on the timesheet, similar to 28

Fig23
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