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1. LOG INTO HR ONLINE

1. Go to the University of Newcastle website homepage (www.newcastle.edu.au)

2. Click on the 3 horizontal lines

@ newcastle.edu.au

ttings @ ECGPreProd [ HR Space - Home ] Exdend @ Curentstaff/The. @ ECG (@ 1BM Blueworks Live @ EXTEND Tst- Login, L Ascender HCM @@ HRonmetisliey.. @ Thycotic A FTPServerlogin. /A WSSTest [Z) ExtendDEV @) As

A\ Visit our COVID-18 page - updated 22 February 2021

@ Study Research Engage CampusLife  Our Uni Q

THE UNIVERSITY OF

NEWCASTL
AUSTRALIA

3. Select the Staff link at the top of the page

Library Students Staff

4. Scroll down to Systems and Tools, click the HRonline link,

Systems and Tools

Office 365 (incl email)

Forms, _guides and templates

HRonline

Maximo

This will take you to the home screen of HRonline.

No data to display
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2.CREATING A TIMESHEET

1. From the home screen click on My Pay

@ NEWCASTLE

A Home

My Pay
My HR
My Leave

2. Select Timesheets

|

o Casual Academic/Tea...




4. Click Click here to add New Timesheet to
create new timesheet: Academic/Teacher/Tutor Timesheet

Click here to add a new timesheet

Existing Timesheets

5. Select the timesheet Start Date by clicking on
the calendar icon: Academic/Teacher/Tutor Timesheet

Add New Timesheet

Start Date

B

Academic/Teacher/Tutor Calendar

Find Employee Jobs

Back to Timesheet List

6. Select the calendar from the drop down
menu

Today : Mar 15, 2021

Academic/Teacher/Tutor Timesheet |List Of Values: Calendar Code

z [ e
Start Date [l Calendar Code Description

) ﬂ Casual
Academic/Teacher/Tutor Calendar e 2021 Academic/Teacher/ Tutor

Find Employee Jobs Calendar

2021_SEMESTER_1 Semester 1 - Casual

Back to Timesheet List Academic/Teacher/Tutor

S Academic/Teacher/Tutor Timesheet
7. Click Find Employee Jobs

Add New Timesheet

Start Date 12-APR-2021 |
Academic/Teacher/Tutor Calendar (2021 B

I Find Employee lobs l

The current job(s ) is displayed:




Academic/Teacher/Tutor Timesheet

Job Position Position Organisational Employment

Start Date for Timesheet: 31-MAR-2021

Use Academic Calendar: 2021_SEMESTER_1 Semester 1 - Casual Academic/Teacher/Tutor

New Timesheet Status = NEW

Copy

line Delete Work Date Units Pay Code Course Code Comments

above

No No. Title Unit Status Award Classification Start Date End Date
School of
Casual Hctm('::n'\iies et Acatemie Various
10 63649 . Academic Enterprise 01-JAN-2021 31-DEC-2021
Academic  and Social Casual Rates
Staff Agreement
Science

Academic Calendar Dates:

1010304-

From 01-Jan-2021 to 31-Jul-2021

NOTE: Some staff at the University may have multiple jobs active at the same time e.g. one casual
job in the School of Humanities and Social Science and one casual job in the School of Psychology.

Each of these jobs is assigned its own job number, when creating timesheets in HRonline, you must

ensure that they are being submitted against the correct job number.




For example:

Add New Timesheet

Start Date

Find Employee Jobs

Select all Jobs

Back to Timesheet List

Academic/Teacher/Tutor Calendar

Job Position Position

Academic/Teacher/Tutor Timesheet

12-Apr-2021 |EH

2021 | |

Organisational Employment

Select No. No Titte Unit Status Classification Start Date End Date
h f
Casual licun(:::\i?:ies Casual Academic Various
(m] 02 63649 N . - Academic Enterprise 01-JAN-2021 31-DEC-2021
Academic and Social Casual Rates
: Staff Agreement
Science
Casual Academic
C L School of Vari
0 04 64200 Sl el Academic Enterprise o OU° 01-JAN-2021 31-DEC-2021
Academic Psychology Casual Rates
Staff Agreement

1010304~

1010401-

If claiming for both jobs, click on the Select all jobs button, then click Continue

Add New Timesheet

Start Date

Find Employee Jobs

Job Position
02 63649
04 64200

De-select all Jobs

Continue

il

Academic/Teacher/Tutor Calendar

Position
Title

Casual
Academic

Casual
Academic

Academic/Teacher/Tutor Timesheet

12-Apr-2021

Organisational Employment

Unit Status
Sch

Eho Of Casual
Humanities .

Academic

and Social

. Staff
Science
School of Saayal z
Peyehiatogy Academic

Y Staff

Academic
Enterprise
Agreement

Academic
Enterprise
Agreement

Classification

Various
Casual Rates

Various
Casual Rates

Start Date

01-JAN-2021

01-JAN-2021

31-DEC-2021

31-DEC-2021

timesheets.

submitted.

This guide outlines when timesheets need to be approved.
Casual staff should check with their School/Unit for information on when timesheets need to be

IMPORTANT: There is a Timesheet Timetable available on the Pay and Timesheets page here.
The suggested timesheet first day and suggested timesheet completion day are both shown. The
timetable shows the Pay Day date and the accompanying Approval Cut-Off date for HRonline

This is a guide only and casual staff should check with their supervisor if an alternative
arrangement is in place for their organisational unit.




The blank timesheet form will be displayed:

Use Academic Calendar: 2021 Casual Academic/Teacher/Tutor Calendar

New Timesheet Status = NEW
Copy NeE
line A Work Date Day Units Pay Code Course Code Comments
above
7] 7]
= =
H H
= =
| H
= H ]

Start Date for Timesheet: 12-APR-2021 Academic Calendar Dates: From 01-Jan-2021 to 31-Dec-2021

8. Complete the timesheet details, selecting the appropriate
for each workdate entered:

New Timesheet

9. Select the first Work Date from the Calendar:

Work Date

Job No

10. Enter the number of units
12-Apr-2021

i Mon

 rr— !

11. Click on the arrow to select a Paycode from the pop-up window:




Alternatively, you

can search

by the paycode, Pay Code using the ‘%’

symbol as a

wildcard:

All available paycodes will appear

[

[ e ] e

F12
Fi13

11

L2

L3

L4

M1

M2

M3

M5

M7

M3

M3

N1

N2

N3

N4
OTHER
OTHR1
OTHR2
OTHR6
s1

s2

T1

T2

T3

T4

PAY CODE DESCRIPTION

Session Teachers EPU

Casual Hourly EPU rate

Casual Lecture - Specialised

Casual Lecture - Developed

Casual Lecture - Basic

Casual Lecture - Repeat

Marking - Academic Judgement

Marking - Standard-sub co-ord

Marking - Standard

NT Music Teacher - Tuition Rate

MNT Music Teacher - Musical Accompaniment
NT Music Teacher - Musical Accom and Other Duties
NT Music Teacher - Other Duties

Clinical Nurse Educator Little Preparation
Clinical Nurse Educator Normal Preparation
Clinical Nurse Educator Little Prep. Sub Co-ord.
Clinical Nurse Educator Normal Prep. Sub. Co-ord.
Other Academic Activity

Other Ac. Activity-sub co-ord.

Other Academic Activity plus 50% loading
Other Academic Activity (ISSP group rate)
ELICOS Tch-Casual Teaching Rate

ELICOS Tch-Casual Non Teaching Rate

Casual Tutor

Casual Tutor Sub. Co-ord.

Casual Tutor Repeat Tutorial

Casual Tutor Repeat Tut Sub. Co-ord.

List Of Values: PAY CODE

z [res | oo

PAY

CODE DESCRIPTION

Fi2 Session Teachers EPU

F13 Casual Hourly EPU rate

L1 Casual Lecture - Specialised
L2 Casual Lecture - Developed
L3 Casual Lecture - Basic

L4 Casual Lecture - Repeat

12. Select the Course Code by clicking on the arrow to display a list

Job
No

Work Date Day Units

12-Apr-2021 Mon 2

Pay Code Course Code

L3

1 El




You can scroll and click on a Course Code or Search using the ‘%’ symbol as a wildcard, eg:
%EDUC25%

List Of Values: TOPIC CODE | |List Of Values: TOPIC CODE

E [ oo I CETET— - | oo
TOPICCODE DESCRIPTION TOPIC CODE DESCRIPTION

GMBABDOS 21st Century Marketing EDUC2516 Movement & Dance Prim School
LING3120 2nd Language Acquisition EDUC2514 Primary Kinetics 1
DESN2803 3D Animation EDUC2515 Primary Kinetics 2

DESN3802 3D Environments
INFTE302 3D Modelling Anim & Rend
DESN2804 3D Motion

AARTZ001 3D Prototype to Production

EDUCZ2195 7-12 Learning Environment

ABORIGINAL & TORRES
STRAIT ISLANDER STUDIES:
ABORIGINAL TERTIARY
FOUNDATION STUDIES 1

ABOR6095 Abor Ed 1st World/Third World

S

13. Click on the Topic Code to add it to the timesheet.

EPABOR158

EPABOR112

lob

Work Date Units Pay Code Course Code

Mon | |1 L3 Bl |epucerss |:ﬂ

No

02 v 12-Apr-2021

El

14. Complete any further rows and add comments if required,
noting the copy and delete buttons to assist with data entry.

NOTE: The paycodes to be selected for the work completed are provided by the School in a
timetable which is emailed to your Staff UON email account, eg:



NEWCASTLE
Date Issued: Thursday, February 25, 2021
Name: g
3
Employee No: =
Job No: 07
Timetable of Duties
Teaching Term: S1
Course Duty Duty Weeks Day Time Hours Room Campus
EDUCTO14 Basic Lectura C;.;h 1o 12 Tuesday 12:00:00 PM - 1.00.00 1200 CALLAGHAN
EDUC1014 ‘Basic Hours CC OTHRT Gt 12 11:00:00 AM - 1:00:00 10.00 CALLAGHAN
EDUC1014 Repest Tutorial CC T4 17 Wednesday 11:00:00 AM - 1:00:00 1400 HPEZ212 CALLAGHAN
EDUC1014 Basic Hours CC OTHR1 8o 12 Wednesday 9:00:00 AM - 11:00:00 10.00 CALLAGHAN
EDUC1014 ‘Basic Tutorial CC T2 1to7 Wednesday 6-00-00 A‘:II"'E 11:00:00 1400 HPE212 CALLAGHAN
EDUCTD! Repest Practical OTHER Tt 11 Monday 12:00:00 g::: - 2:00:00 3.00 COoLAT CALLAGHAN
'EDUC1058 Basic Practical OTHER 1Tt 11 Monday 2:00:00 J‘\':rl’.f 11:00:00 400 COLAT CALLAGHAN
EDUC4015 Basic Tutonzl TY Tt 12 Tuesday 2:00:00 A?II"I 11:00:00 2400 HPE212 CALLAGHAN
AN

NOTE: If you work for different courses in the same timesheet period, submit one timesheet with a
separate row for each course code.

3. SUBMITTING A TIMESHEET

1.

2.

Click on the arrow to view the

of approvers:

Select the approver from the drop down menu

Select the appropriate

approver from the list by
clicking on the blue number.
Note this list is sorted by
number not alphabetical

(Approver Name).

o | list
Timesheet to be approved by J
Add antinnal comments
List Of Values: Approver
2 [ reo [ oo ]
:ierson Name Position Title ClLevel Description
0403 RAR AL Assistant Placement Office PVC - Human and Social
Coordinator Futures (1113460469000)
0408 School Executive School of Humanities and Social
Officer Science (1113460468000)
Professional
Office PVC - H dS L
3123 Experience Team i AN SHE 8

Leader

Futures (1113460469000)

10




The appropriate person for your School will be on the timetable emailed to your staff UON email

address.

As a casual academic staff member you will be responsible to
your supervisor, as nominated below, for the performance of
your duties.

Supervisor: Susan

Course Coordinator:

Timesheet Approver: Brie

The approver’s id will appear in the ihNe rostanEiae Fay Coda

Timesheet to be approved by box 02 Casual Academic L3 Acl

Totals for Job 02

Timesheet to be approved by Qe

Add optional comments
for the approver:

Submit for Approval [
1

3. Click Save (to modify later) or Submit for Approval

You will receive an email to your Staff account when your timesheet has been approved. Payment
will follow on the relevant payday.

4. UNSUBMITING A TIMESHEET

1. Go to My Pay > Timesheets:

My Pay
My HR
My Leave

11



2. Select Timesheets

Mo data 1o displey

w

Select Casual Academic / Teacher / Tutor Timesheet
Timesheets
*

o Casual Academic/Tea...

Academic/Teacher/Tutor Timesheet
4. Timesheets are grouped by approval status (Not

Submitted / Submitted / Rejected)

Click here to add a new timesheet
Existing Timesheets

Click on the “+” to expand Submitted (Not Approved): Expand All| Collapse All

Submitted (Not Approved) (2 timesheets)
Rejected (0 timesheets)

5. Timesheets which have been

submitted but not yet been -

approved will be displayed within
the relevant categories (Not
Submitted / Submitted / Rejected):

Submitted (Not Approved) (2 timesheets)

Record ID Job No Start Date End Date Delete Unsubmit

Total Units  Type

216742 12-APR-2021

12-APR-2021 1 L] (]

216742 13-APR-2021 13-APR-2021 2 New O (]

DeleteTimesheets UnsubmitTimesheets

6. To edit Submitted and Rejected timesheets, they must first be unsubmitted. Tick the
Unsubmit checkbox against the relevant timesheet.

12



Submitted (Mot Approved) (2 timesheets)
pr—
Record ID Job No Start Date End Date Total Units Type Delete  Unsubmit

12-APR-2021 1

12-APR-2021

216742

7. Click Unsubmit Timesheets:

Total Units  Type Delete Unsubmit

DeleteTimesheets UnsubmitTimesheets

payrolltest.ascenderpay.com says

8. Click OK to confirm or Cancel to cancel:

Are you sure you want to Unsubmit 1 timesheet?

“ Cancel

payrolltest.ascenderpay.com says

9. ClICk oK: Success! Timesheset changas have been applied.

Unsubmit a timesheet from the Timesheet Details page

4. From the Timesheet Details page, click on the Unsubmit button.

Submitted Timesheet Status = SUBMITTED
Work Date Day Units Pay Code  Course Code Comments
13-APR-2021 Tue 2 L3 EPHUMA 231

5. Click OK to confirm or cancel to cancel
6. Click OK

NOTE: Unsubmitting a timesheet will generate a notification email to your approver. Timesheets that
have been submitted and re-submitted will be highlighted as “updated” in the Submitted section.

13




Submitted (Not Approved) (2 timesheets)

Record ID Job No Start Date End Date

216738

Total Units Type Delete Unsubmit

17-MAR-2021 17-MAR-2021 6 Updated [l ]

5. CASUAL ACADEMIC / TEACHER/
TUTOR TIMESHEETS FAQs

1. How can | find my Academic timesheet in HRonline?

Your timesheet may be submitted but not yet approved, or saved and not yet submitted.

Click on the Expand All link on the timesheet
screen to open all menus.

Existing Timesheets

Expand AlL | Collapse All

B Not Submitted (0 timesheets)

2] Submitted (Not Approved) (2 timesheets)

B Rejected (0 timesheets)

2. Where can | view my approved Academic timesheets?

14



Go to My Pay

Select Timesheets

Select Casual Timesheet

History

Select the Date Worked date range for the
timesheet you have submitted.

Timesheet History

Enter query criteria

e

Date Worked 05-MAR-2021| to‘la—MAR—zazl ]

Timesheet Type =
Click Find:

This will display all submitted and approved timesheets:

Note: this information can be sorted by clicking on the headings to display by work date, Job no, Course
Code etc.

15



3.

Job: 06, Casual Acadermic

Timesheet History
Paycode Start -
Desc Units Payroll Date Requests

0 02-APR-2021 T3 Jute 1 EDUC2181 Dgaslenic
Repeat Timesheet
Tutorial

09 01-APR-2021 T1 i 2 EDUC4136 Acadomic
Tutor Timesheet

06  20-MAR-2021 T1 Sasmel 1 EDUC21E1 Fademic
Tutor Timesheet
Casual

06 29-MAR-2021 T3 s 1 EDUC2181 Seademic
Repeat Timesheet
Tutorial
Casual

06  26-MAR-2021 T2 Jkee 1 EDUC21B1 S aslenic
Repeat Timesheet
Tutorial

09  25-MAR-2021 Tl fon 2 EDUC4136 LEatemic
Tutar Timesheet
Casual

06  22-MAR-2021 T3 L 1 EDUC2181 Fademic
Repeat Timesheet
Tutorial

06  22MAR-2021 T1L fesia 1 EDUC2181 Heademic
Tutor Timesheet
Lo !

Where can | view what | have claimed and what is remaining on my Academic
timesheets?

This information is available in the Timesheet Summary section of a submitted / saved Academic

Timesheet, eg: G570 Caal AaeTe
Academic/Teacher/Tutor Timesheet

From the timesheet screen, click on the e
Record Id to open the submitted (NOt yet | cyicting Timesheets
approved) timesheet: Expand AL Colspse AL

Not Submitted (0 timesheets)

Job No Start Date End Date Total Units Delete

DeleteTimesheets

Ell Submitted (Not Approved) (1 timesheet)
Record ID JobNo Start Date End Date Total Units  Type Delete  Unsubmit
216761 12-APR-2021 16-APR-2021 13 New o (@]

DeleteTimesheets UnsubmitTimesheets

Rejected (0 timesheets)

In the Timesheet Summary section of the timesheet, this displays the summary details of what
has been claimed, the number of units allocated to this Job No and what is remaining of that
allocation, eg:

Timesheet Summary

Including This Timesheet

Remainder of Allocated
Estimate

This Timesheet QOverall Estimate

P: Indicati Indicati
2 Pay Rate Units Rl Units Lo
Value

Job
Position Titl
osition Title e

No Code

06 fastal Tt 1440000  1.00 14400 20.00 2880.00
Academic

Units Indicative Value

2448.00

Totals for Job 06

Approval Status | Submitted v

1.00

144.00 2880.00

In the above example, 20 units were allocated to Job 06 for the paycode T1.

16




3 have already been paid, with 17 units remaining, and in this timesheet, a further 1 unit is being

claimed.

4. My Academic timesheet has been rejected. What do | do?

You may need to view and edit your timesheet.

Please follow the steps in the Unsubmitting a Timesheet section to check and amend, if
required.

5. Can | put multiple jobs on one Academic timesheet?

If you have more than one Casual Academic / Teacher / Tutor job, you can enter your hours in
the same timesheet.

On the Add New Timesheet Screen, click on the Select all jobs button, then click Continue

Academic/Teacher/Tutor Timesheet

Add New Timesheet

Start Date 12-Apr-2021 |

Academic/Teacher/Tutor Calendar 2021

Find Employee Jobs

Job Position Position Organisational Employment

Classification Start Date End Date

No No Title Unit Status
School of
Casual Academic
Casual H ties Vi s 1010304~
0 02 63649 U@ L Academic  Enterprise o O" 01-JAN-2021 31-DEC-2021
Academic and Social Casual Rates -
Staff Agreement
Science
Casual Academic
Casual School of Various 1010401-
@) 04 64200 ooud - SCNOOLO Academic  Enterprise o 01JAN-2021 31-DEC-2021 010
Academic Psychology Casual Rates --
Staff Agreement

Select all Jobs

Back to Timesheet List

6. How do | know which job number to use for my Academic Timesheet?

The paycodes to be selected for the work completed are provided by the School in a timetable which

is emailed to your Staff UON email account, e.g.:

17



e

THE UNIVERSITY OF

NEWCASTLE
Date Issued: Thursday, February 25, 2021
Name: 4= L
Employee No:
Job No: 07
Timetable of Duties
Teaching Term: S1
Course Duty Duty Weeks Day Time Hours Room Campus
Code
.
P
i
9
EDUC1058 Repest Practical 'OTHER Ml 11 Wanday 12.00:00 PM - 2:00:00 3.00 COLAT CALLAGHAN
o
EDUCT105E Basic Prachical OTHER Mo 17 Manday ©:00:00 AM - 11:00:00 4.00 COLAT CALLAGHAN
o
EDUCZ015 Basic Tutenal T Tto 12 Tuesday 0:00:00 AM - 11:00:00 2400 HPE21Z CALLAGHAN

7. My Academic Paycodes don’t appear when I click on the drop-down menu?

Ensure you have selected your timesheet Start Date and Job Number.

If no pop-up screen/menu appears, try minimizing the current window. The pop-up screen/menu
may be behind the current screen.

8. When | submit my Academic/Teacher/Tutor timesheet, | receive the warning message:
“The actual hours recorded against Paycode ‘X for employee XXXXXX have exceeded the warning level

of X hours in snapshot XXXX”

Academic/Teacher/Tutor Timesheet

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

Warning! The actual hours recorded against Paycode T1 for employee « have exceeded the warning level of 12 hours in snapshot 6914

Back to Timesheet List

To manage the hours allocated to each casual academic staff member, a Timesheet Control is
created which lists the number of hours allocated to you for each paycode.

This system includes an estimate value and a warning value.

This warning message is received when you submit a timesheet that has reached the number of
hours allocated to the paycode for which you are claiming.

For example:

18



Employee# Name# Job# Paycode
02 L2
L3
L4
M2
M3
OTHER
OTHRA1
P T
T2
T3
T4 ]
Total for EmployeelJob -

In this example, 12 were allocated to the staff member, and a warning level of 12 was set.

The staff member had already claimed for 2 hours at T1 and the timesheet submitted contained
more than the 10 hours remaining.

NOTE, unfortunately, the warning is also received if the warning level is reached, and not exceeded.

So, if the staff member’s timesheet contained claims for T1 for 10 hours (which will be the total 12
hours allocated), the warning is displayed.

What Steps do | take?

*  Firstly, ensure that you have claimed for the correct amount of hours on the correct job
number and correct Paycode

* Check to see if you have a timesheet which has been rejected and not yet modified and
resubmitted.

* Check to see if an incorrect Job number has been selected.
* If you are unsure, please contact your Supervisor or the Admin Staff for your area to clarify.

9. Where can | find information about my entitlements as a Casual Academic?

Further information regarding your entitlements is available here.

19



6.NEED MORE HELP?

Please read the below to make sure you contact the correct team, which saves time and ensures your question is
answered quickly. Enquiries relating to:

Enquiries relating to: Team Contact
*  Your Pay Payroll Services Telephone: (02) 4033 9999 > Option 1
*  Payslips Email:
e Taxation payrollservices@newcastle.edu.au
O Superannuation Superannuation Team Telephone: (02) 4033 9999 > Option 1
Email:

superannuation@newcastle.edu.au

*  Your employment contract HR Client Services Telephone: (02) 4033 9999 > Option 6

* Leave Enquiries Advisor hrsupport@newcastle.edu.au

* If your timesheet approver does
not appear in the list

e Qualifications

*  Academic Timetable enquiries Your School/Unit Office
. Your Academic Timesheet

Approver
*  Accessto HRonline IT Services Telephone: (02) 4921 7000
. Password reset Email: 17000@newcastle.edu.au
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