University of Casual Timesheet Submissions Checklist
South Australia .
(for new or recommencing staff members)

Process
Prior to 1. Receive the contract acceptance confirmation email
submitting @ (Sent to you after you accept the contract — a copy of this email is provided on the flip side of this page)
timesheet
, 2. Follow the instructions in the email
k ‘To access your UniSA employee information and to lodge timesheets, you will require a UniSA
3 . i
Network Username and Password. Please allow 48 hours from the date of this notification and
then contact the IT Helpdesk on 8302 5000 to obtain this login information’
Submit 3. Login to the Appian Casual timesheet online form (with your new UniSA login):
the (If you are not able to login see the flip side of this page)
timesheet
4. Submit all claims for each fortnight for all contracts within a single timesheet
N by Friday at 8pm* (see Payroll Calendar for deadlines and Quick Guide)
(*exception: Nov/Dec deadlines may change)
4 week claim cycle
Claims submitted for fortnight worked Deadline Claims approved Claims Paid
| Work | 1 during fortnight to claim by Friday at 8pm Approval by Wed 1pm I
[sTsImJrlw][m][Fr]s][s[M[T][w]Th s s m]TJw [ mm][Fr]s][sIm[T[w][m]|F]
HINT: submit your timesheet every day worked and you will not miss the deadline for the following fortnight pay cycle
After 5. Receive a confirmation email after submission of the claim re approval, amendment required or
timesheet IE if the claim was declined.
is (Note: if the approver has not reviewed the timesheet 3 hours prior to the approval deadline, you will receive an alert
submitted email and should contact your local casual administrator to request a follow up to ensure that payments are made for the
next pay date)
E 6. Make amendments to the claim if required and resubmit.
7. Receive payment on pay day
$ (Thursday each fortnight* - see Payroll Calendar for dates and your Payslip for pay details)
(*exception: Nov/Dec deadlines may change)
Resources
Help with submitting your timesheet Submit Online Casual Timesheet Quick Guide (PDF) or
AskPTC FAQs portal > How do | lodge my timesheet?
- if you having issues submitting your timesheet, see the troubleshooting tips on the flip side of
this page or contact your local casual administrator
Find payroll submission and approval Payroll Calendar

deadlines for each fortnight
Find your current / active contract details | myUniSA > My Details > 'Occupancy'

(including how many hours there are left to claim / - click on the contract ID (6 digit number in blue) > a new box will display all the lines of your
how many hours you have been paid) contract and these details

Find your past contracts myUniSA > My Details > 'Occupancy’ > tick the box on the right hand side of the screen ‘View
ALL Occupancies’
Find all previous and current timesheet Appian > Reports > Casual timesheet search
claims across all contracts
Find the casual pay rates AskPTC FAQs portal > Where can | find the casual pay rates?
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Troubleshooting

You cannot Example of the email sent to all new and recommencing casual staff at UniSA
locate your
welcome email

Welcome to

University of = SA
South Australia U nl

Dear #it#tpreferredFirstName##
Welcome to the University of South Australia.
We have received confirmation of your acceptance of the offer of employment and have attached a copy for your records.

Your role is very important and we want you to have the best start possible. Please visit the Welcome to UniSA website for an
introduction to life at your University. We hope this information makes your transition to UniSA a smooth one.

To access your UniSA employee information and to lodge timesheets, you will require a UniSA Network Username and Password.
Please allow 48 hours from the date of this notification and then contact the IT Helpdesk on 8302 5000 to obtain this login
information.

For information on how to lodge your timesheets and to view payroll lodgement deadlines, please see the Online Casual
Administration webpage.

If you have any questions prior to your commencement, please do not hesitate to contact your local casual support team:
#i#contactName###
email: ###contactEmail## phone: ##t#icontactPhonett##

CRICOS Provide Number 001212B | Web Accessibility | Privacy | Disclaimer

Cannot login or Error message
find the If you receive an error message ‘The username/password entered
timesheet is invalid’ please ensure you have entered the correct login [ o,

credentials — check you are using the new UniSA username and
password that you received when you contacted IT Helpdesk. Also
check you have not made an error, do not have additional spaces

before or after the credentials and that you are using the correct e
case. — e

If you can login but receive an error message ‘The requested action
is not available’, try another browser (Chrome, Firefox, Edge,
Internet Explorer) that has not ‘remembered’ a previous login e.g.
student login or temporary account login that was provided to
accept your contract. If you only have access to the one browser,
'sign out' of Appian via the 'profile' icon and sign in again with the
correct login credentials — check you are using the new UniSA
username and password that you received when you contacted IT
Helpdesk so that you can access the online timesheet claim form.

The Requested Action ks Mot Avallable.

You don’t have First check you have claimed the correct number of hours within the correct contract and within the correct date range.
enough hours If these are correct and you are still short of hours or your work has since been extended beyond the contract dates,
left to claim contact your local casual administrator or supervisor (as named in your contract).

Note: the quick guide and the key dates for the current fortnight are available within the online timesheet as well
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