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This user guide provides step by step guidance on how to use the online academic
timesheets via HR Online. It contains the following sections:

Section 1: Submit a timesheet

Section 2: Save transactions for future submission
Section 3: Review saved transactions

Section 4: Using the Duplicate function

Section 5: Delete saved (not submitted) timesheets
Section 6: Delete or Unsubmit a Submitted timesheet

Section 7: Action a rejected timesheet

Section 1: Submit a timesheet
Step 1

Access the HR Online portal from the MQ Staff home page: http://staff. mg.edu.au/home/
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Step 2
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The HR Online homepage will now load. Use your OnelD and password to login.
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From your home page, access the ‘My Pay’ tab from the right hand menu.
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Step 4

There will be three (3) options available in the left hand menu of the ‘My Pay’ tab. Click on
‘Timesheet and Expenses'.

v

Payroll Detalls  PayCalend: «  Timesheet & Expenses

Step 5
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Two (2) menu items will appear in the left hand column. Select ‘Academic Timesheet'.
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PayrollDetals  Pay Calendar  Timesheet & Bepenses
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Step 6

You will now be on the Timesheet List for all entries which have not been finalised. In order
to submit a timesheet, click on the link ‘Click here to add a new timesheet'.
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Step 7

From the following screen, click on the arrow for ‘Start Date’ and a calendar will appear from
which you will choose the date. The date chosen should be the earliest date of work for
which you need to enter a timesheet. In the below example, 27 February has been selected.

Payroll Detals  Pay Calendar  Timesheet & Expenses
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On the same page, click on the arrow for ‘Academic calendar. A pop up table will appear
from which you should click on ‘CALAC’ (or type this directly into the text box).

Payroll Detads  Pay Calendar  Timesheet & Expenses
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Step 8

A. If you only have one academic job, go to Step 10.
B. If you have more than one academic job, continue with this step.

All the current academic jobs you hold will appear in a list. Hit the ‘Select All jobs’ button.
Next, hit the ‘Continue’ button.
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Payroll Detadls Py Calerdar
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After hitting ‘Continue’, the next screen will appear with a summary of all jobs at the top:

Step 10

Scroll down the page using the middle scroll bar and then enter the details of the work you
have completed in this period.

My R My Pay My Te

Payroll Details  Pay Calendar  Timesheet & Bxpenses

Tesheet Hitary St e for Timesheet 27FEB-2012 Academic Caendas Daes: From 01.Jan2011 fo 31.Dec.2049
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You will be required to enter the following details:

Title Description
This is the number which corresponds to each task e.g. TUT3 and can be
Job no .
found in the summary at the top of the page.
Work date Select this date from the pop up calendar.
Units The number of face to face hours worked.
Unit/Subiect The unit code this work was performed for. This code is 5 characters long. It
) can either be typed directly into this field or there is a pop up with all the unit
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code codes listed alongside the name of the subject.
Additional This field is optional. It can be used to enter comments e.g. ‘additional tutorial
details to replace X'.
R This field is optional. It can be used to pre fill the timesheet to submit the same
epeat

class for more than 1 week.

This field is optional. It can be used to attach document/s which may assist
Attachment

your timesheet approver e.g. email from unit convenor.

Once you have entered all the transactions you need to enter and you are ready to send
your timesheet for approval, click ‘Save and Submit’.
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Step 11

You will see the following screen which confirms your timesheet has been saved and
submitted for approval. You have now completed the timesheet submission.

Payroll Detas  Pay Calendar  Timesheet & Eupenses

Acaden Timesheet
Timeshest Hatory
Person: 20128885, Thomas Tuor KJQIC\J'(E{E&PYE
ok 01, T . Mormal
Academic Timesheet
Saved! Teneshest details have been saved and submitted for approval
meshest
Thes page 721, 20120255 o by proge 128)
Liner Prafarences Top of Page |

Once your timesheet has been approved by your Department representative, you will
receive an email confirmation to your MQ email address.

Section 2: Save transactions for future submission
If you get to Step 10 and wish to save your entries for submission at a later stage, press the
‘Save’ button on the timesheet entry screen:
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You will see the following screen which confirms your timesheet has been saved.

Payroll Detads  Poy Calendar  Timesheet & Expenses

Academic Timesheet
Trreeshesst History
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Academic Timesheet
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Back o Timeshest List
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Aagr Preferences

Section 3: Review saved transactions

When you wish to review the details of a saved timesheet, navigate to the Timesheet List.
You will note that in the ‘Not Submitted’ section, there is a record ID. Click on the record ID
number to access the timesheet:

‘ _— MACQUARIE
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The next screen will require you to verify which jobs you wish to modify:
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payroll Detalls  Pay Calendar  Timesheet & Bxpenses
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Tmeshest Hstory

) MACQUARIE
P e, s T UNIVERSITY ‘ly

Academic Timesheet
Moty Tinesheet

Current as ak: 27 FEB-2012
Use Academic Calendar: CALAC

Belect [bMo Postionde  [Clewl  assfesn  SiDas  fedise  Accomtte |
A\

01 B201TUTI00 Human Resowtes (ACAS Tutor - Normal Tutorial 01-JAN-2012 (31-DEC-2012 {B2010001 |

02 B201 DEM200 Human Resowces {ACAS Demonstrador - Normal Demo. 01 3AN-2012 31-DEC-2012 ??DIHW!

)
(p’ 03 [BI01LEC300 fHuman Resowmes {ACAS Lachurer - Basic Lecture O1-JAN- 2012 31-DEC-20M2  H2010001
-

SelectallJobs |

D:ldwelﬂeul

Bk fo Timeshset Lt

ME Tris page ¥, 20020257 128)

Comrt ©

Tabea vrta ®y 4

peren Msex Eveéerences Topotbege

The jobs for which you have saved timesheets will be automatically selected. You can click
on ‘Select all Jobs’ and then ‘Continue’ if you wish to add transactions to a different job, or
click directly on ‘Continue’ if you only wish to amend the existing transactions.

PayroliDetails  Pay Calendar  Timesheet & Bpemes
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You will then be brought to the standard Timesheet Entry page where you can add, delete or
modify transactions as required prior to clicking ‘Save’ or ‘Save and Submit’.

Section 4: Using the Duplicate function

The duplicate function is useful if you have a regular class each week. You will need to
check with your Department representative if you can use this function for future classes, or
if it is just available for classes worked up to the current period end date.

When entering timesheets, rather than adding each transaction individually, you can put the
number of weeks required in the ‘Duplicate Weekly Class’ field then click on the ‘Expand
Duplicates’ button:
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Payroll Detads  Pay Calendar  Timeeshert & Experries
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The page will refresh and you will be able to see the repeated transactions:
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You can then proceed with your timesheet submission.

Section 5: Delete saved (not submitted) timesheets

When you wish to delete a saved timesheet, navigate to the Timesheet List. You will note
that in the ‘Not submitted’ section, there is a record ID. On the right hand side, there is the
option to Delete. Tick this option, then click the ‘Delete Timesheets’ button.
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Payroll Details  Pay Colendar  Timesheet & bapenses
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You will be prompted by a pop up box. Click ‘OK’ to confirm this action:
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After clicking ‘OK’, a new pop up will confirm that the timesheet has been deleted. Click ‘OK’
again to finish.
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Section 6: Delete or Unsubmit a Submitted timesheet

If you have already submitted your timesheet and then wish to make changes to the
timesheet, you can do so if the timesheet has not yet been actioned by your approver. You
can do this one of two ways:

A. Delete the timesheet
B. Unsubmit the timesheet

Option A

If you wish to delete the timesheet and start afresh, log in to HR Online and choose ‘My
Pending Requests’ from your home page:

MACQUARIE dlg
UNIVERSITY =

Py Py Py

Wekcorme b HFL Onsine Thomas Tut,

- alesco”?

e

The following screen will show all the pending transactions you have. If you have more than
one job, there will be multiple transactions. Select the transaction you wish to delete, and
then click on ‘Delete’.

MACQUARIE
Person; 20126888, Thomas Tutor
ot 01, Tukor - Normal UNIVERSITY
Pending Transactions
Delete | Clesr
Academic Timesheet
Defote [Record D] Name  [Jobs Class | tCode | Accounts |C ToBe By
7 )| 184168 |Tutor, Thamas| 01 6  |TUT3| LWABBLWABBLWABS |82010001|16-FEB-2012| 17-FEB-2012 |
r 194169 (Tutor, Thomas| 01 B TUT3|  LWISBLWASSLWAES | 82010001 [16-FEB-2012| I-FEB-2012 :F'?JJ"‘
| 134183 [Tutor, Thomas| 02 | 3 |DEM2| LWASGLWABBLWABS |62010001|20FEB-2012| 2-FEB20Z |
| 184188 |Tutor, Thomas| 01 B |TUT3|PO103PDI03POI0SPON03 (82010001 | 21-FEB-2012| I2FEB201Z |
This page y 21, 2012 0304 pm by 1200
Uper Prederences Top of Pace

You will be prompted by a pop up box. Click ‘OK’ to confirm this action:
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MACQUARIE
fo:—;;'."ﬂ 28848, Thomas Tuor UNIVERSITY ‘w
Pending Transactions

Delete | Clee |

Academic Timesheet

Mame |Job# | Total Howrs [Class | UndSubject Code Accounts | Created Date | To Be Actionad By |Escalated to you By
TuT3 LWagELWABELWARS  |B2010001 |16-FEB-2012| 1T-FEB-2012

194168 | Tusor, Thomas | 01
194169 |Tubor, Thomas | 01 TuT3 LWABBLWABELWARE | B2010001 | 16-FEB-2012 | EREEEEEIE
T |DEMI|  LWABBLWABELWAGE | 63010001 | 20-FEB-2012

184183 |Tubor, Thomas| 02
194198 |Tudor, Thomas| 01 TUT3 |PD103,P0103,PD103,FD103 | 62010001 | 21-FEB-2012

o | ce |

This page was produced Fetruary 21, 2012 0304 pm by program WHEOZS (revision 12.0)
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After clicking ‘Ok’, you will see a message on screen confirming that the timesheet has been
deleted.

MACQUARIE
Persa: 201 24640, Thomas Tue UNIVERSITY m
Pending Transactions

Saved! 1 Row Deleted

Dslete | Clear |

Academic Timesheet

Mame Job | Totsl Hours | Class Code Accounts |C To Be you By
184183 |Tutor, Thomas| 02 3 DEM2 LWABS LWAER LWAEE B2010001 | 20-FEB-2012| N-FEB-2012

K=
| r 184198 |Tutor, Thomas| 01 [] T3 PDIl'l3,PD|UJN\DS,PDIO)]&?D‘DDDI N-FEB-2012 11-FEB-2012

ous | ces]

Option B

If you wish to unsubmit the timesheet and then make amendments, go to the Timesheet List.
You will see a Record ID in the ‘Submitted (Not Approved)’ section. Check the ‘Unsubmit’
box, then click the ‘Unsubmit Timesheets’ button:

Payroll Details  Pay Colendar  Timesheet & Expenses

Academic Timesheet
Timashast Histoey
Academic Timesheet

Glick here to add 9 news timesheet.

Existing Timesheets

Expand A1 | Colagss A1
Not Submitted (0 timesheets)
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Sl
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biss o1 27-FEB-2012 19.MAR-2012 8 New r =

You will receive a pop up message asking you to confirm this action. Click ‘Ok’ to proceed.

Page | 12



{‘J"ACQUAR'E ONLINE ACADEMIC TIMESHEET USER
nlverSIty GUIDE

Yayroll Details  Pay Calendar
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You will receive a new pop up message confirming the change has been applied. Click OK
again to continue.

Payroll Detadls ~ Pay Calendar  Tinsesheet & |

Acadenic Tenesheet
Teecheet Hetory
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talent ==
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The timesheet will now appear in the ‘Not Submitted’ section of your Timesheet List. You will
be able to edit the timesheet by clicking on the record ID and following the normal process.

PayrolDetails  Pay Calendar  Timeshoet & Exponses

Academic Timesheet

Timeshaet Hitory
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Section 7: Action a rejected timesheet
If your Department representative identifies an issue with your timesheet, you will be notified
that you need to take further action.

In order to make changes to the timesheet, you will need to log in to HR Online. On your
home page there will be a message indicating that you have rejected timesheet/s:

MyPendng Requests 5 Home & Print o, Logout

| [Rr—
20120888 utor, Thomas

sy Hy bay My Team Sty Approvals [ r———

Welcome o L Onfine Thomas Tuter.
=

(221 pencing feqrars3{s) have beem rejectod. > Porscec 29128088 s, Thamas
Rle: 01 Tubee - Nermal

BT 1 pending 1equetts) have comements 10 be wewed
0o

&

"4

alesco’?

Next, access the Timesheet List where you will see that in the ‘Rejected’ section, there is a
record ID. To action this transaction, there are two options:

A. Unsubmit from the Timesheet List
B. Review the details of the rejected transaction and then Unsubmit

Option A
Check the ‘Unsubmit’ box, then click the ‘Unsubmit Timesheets’ button.

Payroll Details  Pay Calendar  Timesheet & Expenses

1 Mot Submitted (1 timesheet)
ord ID Lab No [Start Date | [Total Delete |
|02 [169an-2012 01-FEB-2012 I = I
Delete
Tiresheets
(Hot Ap © |
ord ID Lioh No |start Date [End Date [Total Units [Type Delete ]
Debte Unsubent
Timeshoels Timeshests
1 Rejected (1 timesheet)
ord I oty No art Date il Date [Total Units Delete |
ies [m 27-FEB-2012 19-MAR-2012 o [= R [
Delete Unsubmt
Timesheets Timesheets o
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You will receive a pop up message asking you to confirm this action. Click ‘OK’ to proceed.

Payroll Detads  Pay Calendar  Timesheet & Dapenses

Academic Timesheet o
1 Hon Sutmitied {1 timesheet)
- —
o [ 2t Date Date. [Total Units Delete 1
2 15-Jm 2012 or-FEB-2012 |2 = I
Detete
e
‘Sutunitted {Not Approved) {0 timesheets)|
(] Lot No. Start Date Dt Total Units e Delste Linsuberst
Doteter Unsuterd
Tresteets Trnmsheets
-inoows et Enlor R 4|
 Repectid (1 timesheet)| =
0 TobiNo  Start Date Date ot \2) weyou sure youwaedio Unsuemi 1 smeshest?
01 17-FEB-2012 19-MAR-1012 3
Eeye
1]

P 20020315 pmby 128
taleni®
Adint Profersnces Easf P
Gy @
Fatey Wt &y 52
N G

You will see the Timesheet in the ‘Not Submitted’ section of your Timesheet List. You will
now be able to edit the timesheet by clicking on the record ID and following the normal
process.

Payroll Details ~ Pay Calendar  Timesheet & Expenses
Timesheet History
Existing Timesheets
Expond Al | Collsose A1
L1 Not Submitted (2 timesheets)|
41D Joh No [Start Date End Date Total Units Delete
02 16-JAN-2012 01-FEB-2012 3 r [
ﬂ 0 27-FEB-2012 1eMAR-2012 g r |
Delete
JTeeatoetn)
[T d) |
[Job No [Start Date [End Date i [Tyme Delete v
Delete
Timeshests Timesheets
| Rejected (D timesheets)
[Jobs No Istart Date JEnd Date [Total Units [Delete L
Dielete Unsubemnil
Timeshests Timeshests
| Floryi=
Option B

Click on the record ID number to access the timesheet:

Payroll Detals | Pay Calendar  Timeshect & Expenses

i ISMN—;\]II Tﬂl-FE;—lOl} 3

d D Mo art Date: [End Date Fg_!l.hn |

= Ursutond
Tresheets Trmesheets

ain MobiNo  [Start Date End Date: [Total Lnts Delote _ Linsuturat |
) | [ar-reBam2 [rewar2012 | r = |
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You will then be brought to the detail of the rejected timesheet where you will need to
‘Unsubmit’ the timesheet.

Payroll Detalls  Pay Calendar  Timesheet & Expenses

Timeshest History |o1 [B201TUTI00  |Tutor- Normal  |Human Resources |AAS Tutor - Normal Tutonial [01-gan-2012  [31-DEC-2012 (82010001 |

art Date for Timesheet: 27-FEB-2012 Academic Calendar Dates: From  01-Jan-2011 o nmma]

Eemcm:mmcmumm

Rejected Timesheet Status = REJECTED

WorkDate  Day o LN “wmr: s

[weeks)

27-FEB-2012 [Mon |2 FOI03 Browse..,

05-MAR-2012 [Mon |2 FDI03 Browse...

12-MAR-2012 [Mon |2 FO103 Browse...

19-MAR-2012 |Mon |2 PO103 Browse...
Browse..,
Browse..,
Browse...
Browse..,

You will receive a pop up message confirming this action. Click ‘OK’ to proceed.

[
NIVERSITY bkt

My L My Pay My

" — MACQUARIE
FPertan 20128586, Thomas Tuo UNIVERSITY

Academic Timesheet

ik here o odd 3 e tenesheed.

Existing Timoshoats

Expand &1 | Colagne A
Not Suturafted (2 temesheets)
- — *
T T e o =T o inacoes ree Expiorer %]
o ool Bt i I'} Suscess| Tenashes! chianges have been applied.
L |2r-FEB-IM2 [ve-MaAR-2012 B =t
V‘»
Subiralid Mot Apps o) {1 st s)
o i Ho Date JEd Dt otal Unas Type Duewte Unsiskunit
taleni= | [aates
 Caey—y @ _Tewsbuets |
o

This will then bring you to the Timesheet Entry list where you will see the Timesheet in the
‘Not Submitted’ section of your Timesheet List. You will now be able to edit the timesheet by
following the normal process.

Academic Timesheet
Timesheet History
Academic Timesheet

Click here to add » new timesheet

Existing Timesheets

Expand Al | Colapse A1
1) Not |
[Record ID WJob No [Start Date End Date Total Units Delete
02 16-JAN-2012 01-FEB-2012 3 |
) 01 27-FEB-2012 19-MAR-2012 G r
Delete
Timesheets
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