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Introduction 
 

This guide will show you how to view a sessional appointment if you are a supervisor or course convenor. 

 

 

 

Step 1: Navigate to the Staff Portal 
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How to…  
View a Sessional Appointment (Convenor View) 

Click on the My Staff Page link. 

The PeopleSoft tiles will appear. 
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Step 2: View an appointment 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Search. 

Click on the Recruitment tile. 

Click on the arrow next to Hire 
Sessional to expand the menu. 

Click on Sessional Appointment. 
The Sessional Appointment page will 
open in a new window. 

Enter any information you have for the 
following Search Criteria to search for 
and view their record (fields are case-
sensitive): 

• Applicant ID 

• Employee ID 

• First Name 

• Last Name 

• Workflow Status 
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Your search results will appear at the bottom of the screen. Click on the arrow on the right-hand side of the 
applicable record to view. 

The sessional appointment will appear. 
 
Appointment acknowledgement documents including the Letter of Appointment and Position Description will be 
attached to the sessional timetable. Please refer to the How to View a Sessional Timetable (Convenor View) user 
guide for details on how to view these documents. 
  

For more information contact: 

People Services | Human Resources 

Ph (07) 3735 4011      Email hrandsafety@griffith.edu.au  

griffith.edu.au/staff/human-resources 

https://www.griffith.edu.au/__data/assets/pdf_file/0027/1893240/6A._Sessional_Timesheeting_User_Guide_View_a_Sessional_Timetable_Convenor_View1.pdf?_gl=1*6yt2y8*_ga*NTkwNTMyOTA2LjE3MTU5MDMwNzY.*_ga_Q8BF6T8XSD*MTcxNjUxOTIzNC4xMy4xLjE3MTY1MjE0MzYuNjAuMC4w
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