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How to...

View a Sessional Timetable (Sessional View)

Introduction

This guide will show you how to view a sessional timetable if you are a sessional employee.

Step 1: Navigate to the Staff Portal

o Click on the My Staff Page link.

LQ”J Griffith myGrifith  Staff portal  Contact us

UNIVERSITY

Logged in:
Supparting students > Key Services
Maintenance is being undertaken across our end-of-trip facilities

throughout our campuses during Septembir to November g
Work > > B Griffith Experts >

Employment > Learming@Griffith >
Learning and teaching >

Research >

Finance >

Computing > Key performance reportis

Buildings and grounds > rch the Workist >

Start typing one or more terms to see all matching links from inside Staff Portal Staff email >

Parking, transport and travel >
Community, welfare, recreation > IT Seif Service Portal >

— System availability notices %:[F Staff announcements -
Safety, security and emergency > IT Service Centre >

Key services and applications > Porta not dsplaying correctly? EOY Finance Cut OFF Dates Student system >
—_— 1F you enceuntes problems using the St portaloe PeopleSolt systerns ploase dleor your browser's cache

; o P ha vl P b sory approval and/or receipted for paymest willbe
Worklst and repor Forinstuctions. on dearing cache or other browser setings, please vist Sugport snd FADS processed i received by COB — Frday, Bth December el e
o Payment Requests with a status of Approved where supporteg documentation  detroricaly attached
Organisational | A m et will be processed if submitted by COB — Friday, 8th Dacember (GSafe >
Aveyou having problems afte a Chvome update? e e e
Check your pog up bockss zotings and erissins to alow your trusted sites L Mondey 11th
e Safe campuses >

Maintenance calendar
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o Click on the Time and Absence tile.

v

o Click on My Time & Absence, then My Sessional Timetables. _—

Step 2: View the Timetable

o Click Clear to delete any text in the search
fields. IMPORTANT: If there is any existing

text in any of the fields that is not part of the v Prompts

search criteria, the search will not return any
results. This is a known system limitation.
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e Enter any information you have for the
following Search Criteria to search for their Course ID

record (fields are case-sensitive):
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e CourseID

© Click Search. >
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o Click on the Employee ID. The record will open in a new window.
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e If you have multiple timetables, click on the arrow buttons to move to the relevant timetable.

G The Approval Status of your timetable is displayed here.
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o Your Letter of Appointment and Position Description documents will be attached to the timetable under the

Acknowledgement Documents section.
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0 Click on View 100 to will expand the timetable to display all entries in the timetable.

Course Timetable
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Day Date TRC Time Reporting Code (TRC) Campus In Out Marking validation exceptions
Monday 04/03/2024 CLSO Additional Associated Work +0 GC 20:00:00 23:00:00 0.000

z Tuesday 05/03/2024 0.000

3 Wednesday 06/03/2024 CSTUT Casual Tutorial GC 15:00:00 17:00:00 0.000

4 Thursday 07/03/2024 0.000

5 Friday 08/03/2024 0.000

8 Saturday 08/03/2024 0.000

T Sunday 10/03/2024 0.000

Total hours by reporting code Total hours by course Total hours by course and reporting code

9 If you have more than 100 rows in your timetable, click on the arrow buttons to view the relevant rows.

Course Timetable
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Day Date TRC Time Reporting Code (TRC) Campus In out “':‘:‘;':g Validation exceptions
Monday 04/m372024 cLso Additional Associated Work +0 [ 20:00:00 23:00:00 1.000

2 Tuesday 0510312024 0.000

3 Wednesday 0610312024 csTUT Casusl Tutorial [ 15:00:00 17:00:00 0.000

4 Thursday 07/0372024 0.000

5 Friday 08IN3/2024 0.000

8 Saturday 09/03/2024 0.000

7 Sunday 100372024 0.000

8 Monday 11032024 0.000

3 Tuesday 1200312024 0.000

For more information contact: L‘”J Grlfﬁth

People Services | Human Resources UNIVERSITY

Queens\and, Australia

Ph (07) 37354011  Email
griffith.edu.au/staffhuman-resources
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