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Create a Sessional Timetable

Introduction

This guide will show you how to create a sessional timetable for existing active sessional staff if you are a school manager or

administrator.

Step 1: Navigate to the Sessional Administration homepage

e Login to the Staff Portal and select My Staff Page.

o Select the Sessional Administration homepage. e Y

e The Sessional Administration tiles will appear.
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e Select the Add/View Sessional Timetable tile.
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Step 2: Add a new timetable

o In the Add a New Value tab, enter the Empl ID or

click the magnifying glass to Look Up Empl ID. Sessional Timetable
Empl Record will be automatically populated with ; ;
the lowest active Empl Record number for the [ Find 2n Bxsting Value || Add 2 New Value
sessional work type.

“Empl ID | Q‘
Empl Record | 0 O.|

“Trimester | Q, |

Find an Existing Value | Add a New Value

. . . . Look Up Empl ID X
9 Search using the following fields (case-sensitive) _— e [sogmr < | =
and select the applicable record from the results '
displayed: Last Hame [beginswin + |
° Empl |D First Name |beqmswim ~ |
o Last Name Clear |[ Cancel | Basic Lookup
e  First Name Search Results

Only the first 300 results can be displayed

View 100

EmPl Last Name First Name Empl 4 Supervisor Name

o Enter the Trimester and click Add. B —— Sessional Timetable

[ Find an Existing Value

[ Add a New Value

oo [N

Empl Record ‘ 0oQ |

*Trimester 323§ Q

—> Add

Find an Existing Value | Add a New Value
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ioti H H —_—_— The value you tried to add already exists
o Any eXIS_tlng timetables will appear. Select Select it below if you'd like to update it, or
the appllcable record. specify a new value in the fields above
. o . Search Results
If there is no existing timetable, a blank
sessional staff timetable page will appear. View Al HaiL @
EmplID Empl Record Trimester
Find an Existing Value Add a New Value
Employee Name:
Employee 1D: - Employment Red: 0 PHDICC: Rates
Trimester: 32338 Trimester 3 2023
Course Details [a]: of1 v
*Course Code: E
Approval Status: Data Saved E\
*Final approver:
Select a different final approver
*Schedule Start Date:
et ]
Course Costing
“Account
~ Working with the timetable
¥ zelect All Days O Deselect Al @ Copy B Paste
Course Timetable
\E\ 11of1 w | view an
Day Date TRC Time Reporting Code (TRC) Campus In Mﬂ-‘;i::g Validation exceptions
o 0.000 E E
. Empl: N, :
e Search for the Course Code by clicking on the meloyes Tame -
P - Empl 1D: Empl t Red:
magnifying glass next to the field. mployes mployment e 4
Trimester: 3238  Trimester 3 2023
Cpurse Details
“Convenor:
*Final approver:
Look Up Course Code X
I -
»

e Select the applicable record from the results
displayed.
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Course Code l begins with Vl I

Description | begins with | I

Search Results

Only the first 300 results can be displayed.

View 100

1-300 of 300 v

Course Code Description

1001GIR

1001PSY

1001SCG

International Relations
Introduction to Psychology 1

Foundations in Science
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o The Convenor and Final Approver A
fields will auto-populate based on
the Course Code selected.
*Course Code:
If you wish to select an Alternate  ——— *Convenor,
Approver, click on the title link *Final apprhver:
underneath the Final Approver’s

name.

*Schedule Start Date:

27/05/2024

[

Head and Dean

TSelect a different final approver]

Number of Weeks: Create Timetabie
Select Alternate Approver b
o Select the Alternate Approver. —— »
The list of agprivens include Band 4 and Band 3 delegations within T relevant Depariment Group
. Final Approvers

The Final Approver name and s T E—
title will be updated. o compietabiams F— p— e
1 Selact Sch of Gowt and Int Relations. Business School

2 IE| Dept Empl Rel & Human Rescurce Business Schocl

3 ’T‘ Degt Bus Stralegy & Innovation Business Schocl

4 Seh of Govi and Int Relations Business School

Select Dt Tour, Sport and Hotel Mgt Business School

] seec | [N~ Ceeriment of ket a Y hecl

d Dagt Accountng Fin an Ecans Business Sehocl

a IEI Group Servces Bursiness School

a | Seect | GBS Dean (Leam & Teach) Business Schacl

0 II‘ esfith Asia Instiune Business Schocl

" G Centre 101 Sysiems nnoval Business School

12 Select O Govermance & Publc Polcy Business School

Course Details

*Course Code:
*Convenor:

*Final approver:

e Enter the Schedule Start Date manually or by using
the calendar.

Enter the Number of Weeks the timetable will run

for. Please do not enter a figure that enables the

timetable to extend past the Semester end date.
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*Schedule Start Date:

*Number of Weeks:

[]

Deputy Head (Learn & Teaching)

Craate Timetsble

Courze Details
*Course Code: 1395EDN Q Education and Socity
OO 2879421 a D Sonal Nakar
*Final & APra Glends MeGregor
Deputy Head [Learn & Teaching)
*Schedule Start Date: =
>
*Humber of Weeks: / Calendar *
C— e
Course Costing | 3T M T W T F s
" Spredtype Key T2 3 4
*Class I Q 5 8 7T 8 % won
"hecount 2150 12 13 14 15 W T g
19 0 O 2 B oM
M T 2/ ™ OW N
¥ Working with the timetable
¥ Seiect Al Days [0 Deselect ANl < {Cument atel >
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@ Click Create Timetable.

Course Details
A blank timetable will appear at the
*Course Code:
bottom.
*Convenor;

*Final approver:
Deputy Head (Learn & Teaching)

*Schedule Start Date: 27/05/2024

£
»

~ Working with the timetable

¥ Seiect All Days [ Deseectad B Copy & Faste

Course Timetable

LIy [Few o] »

bl Viewa
Day ~Date RE Time Reparting Code (TRC)  Campus in out tlarind valigation exceptions Loaded to Timeshest?
10 Monday [ a [ a] | | 000 Needs Approval B =
o oy C o 4 | [ o w0 [+] [
3 O | Wednesday Q [ al ]l | |ooe Newds Approval B [+] [-]
© 0 Thursday [ a [ a| | | oo Needs Agproval B m [—]
» O Py 3 9 | [ ] eow Messpon B [+] [-
¢ O Satuday a | a] Il L Needs Agproval [ |l| '_
* O sansay a [ a ][ | om0 e Appronal B (+] [-]

Vakdate and Save Submit

Step 3: Add course costing details

Course Costing
o Search for the Speedtype Key by clicking on the —.
magnifying glass next to the field. *
Q

*Class |
*Account ‘2150 Q,’
© sclectthe applicable record from the results displayed. ——» Look Up *Speedtype Key *
The Account field is populated by default. SpeedType Key | begns wih | | -

Search Results

Only the first 300 results can be displayed

View 100 1-300 of 300 v

SpeedType Key Description

2012060 EDNAUTISM CENTRE
9 Search for the Class by clicking on the magnifying —
glass next to the field. Course Costing
“Speedtype Key ‘ Q l
Il 1
“Class | =
“Account ‘2150 Q ‘
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O Select the applicable record from the results displayed. > Look Up *Class x

Class Field | bogins with v | [\

Search Results

Only the first 300 results can be displayed.

View 100 1-300 of 300 v

Class Field Description

$100K SDVC Cities Transition Funding
00000 No Class
00001 OH Liability Claim Sanders

Step 4: Add timetable details

o Search for the TRC/Time Reporting Code by clicking on the magnifying glass next to the field. Select the applicable
record from the results displayed.

e Search for the Campus by clicking on the magnifying glass next to the field. Select the applicable record from the results
displayed.

* Working with the timetable

¥ Sglest Al Days Diesebect Al @ Copy B Paite

Show Only Days with TRC

Course Timetable

[=][a Teaz v b b | Vewss
Day -Date ™ Out m';‘“ Validation exceptions Loaded to Timesheet?
Vonday [ owes Newds Aggecval [ T| [=]
Touscay [ 0.000 Naads Asproval B [+ [-]
Wedoasday [ 0.0 Needs Aggeoval B [+ [-

e Enter the time In and time Out using 24-hour time. N.B. For Marking, enter in the total Marking Hours, rather than In and
Out time.

¥ Working with the timetable

# Select All Days Deselect Al @& Copy B rase

Show Only Days with TRC

Course Timetable

Day Date TRE Time Reporting Code (TRC)  Campus In out Marking  yslidation exceptions Loaded to Timesheet?
1 O | Monday [zrmzozq "‘J [ O.J [ QJ 0.000 Needs Appeoval Q EI E
: O Tuesday [zmosm24 2]  [estct @] Basiclecure [me  a]( [mooo | [1e0000 | Needs Approval —F_}\l E
3 O Wednsday | [20:052024 "‘| | °.| | \'.l| [ | oo Needs Apgroval o) :] t
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e Repeat steps 4.1 to 4.3 for each day of the week. If you need multiple TRCs for a single day, you can add another row by
clicking the + button.

¥ Working with the timetable

¥ Select Al Days [ Deselect Al ® Copy © Paste

Only Days with TRC

Course Timetable

mlla ot | > » View A
Day -Date RC Time Reporting Code (TRC)  Campus n out 1arkitd  Validation exceptions Loaded to Timesheet?
Vonday T2 G| Q al | | 0000 Needs Asproval
Tosay (w0802 @] [ssicT Q|  sasclecwne [we @] [10000 | [1e0000 | oo Neads Agproval
Wesnessay [mos20e 23| | Q al | i 0000 Neezs Agproval

N.B. The timetable functionality has been updated to allow you to enter the same time in the In field as the Out field in the
previous row on the same day, without displaying a time overlap validation error message (the error message will still
display if there is a genuine time overlap). The system will automatically adjust the times entered to include a one-second
gap between the In-time and previous Out-time when you Validate and Save the timetable (Step 5). A message will pop-up
notifying you of any adjustments when you complete Step 6.

e To copy a row, select the checkbox next to the ~ Working with the timetable
. . »
row you would like to copy and click Copy. ¥ Select Al Days L) DeselectAl ® Paste
[ Show Only Days with TRC
Course Timetable
[=](2]
Day -Date TRC Time Reporting Code (TRC)
Monday ‘27/05«2024 =
—> vesday 12&0&2024 Basic Lecture
T 0 Wednesday |2&o&2@24
G ¥ Working with the timetable
Select the checkbox or checkboxes next to the ST e e —
row(s) you would like to paste data and click i - =
Paste.
I Show Only Days with TRC
Course Timetable
5|[a]
Day -Date TRC Time Reporting Code (TRC)
1 O Monday [27:‘0&2024 @ | Q|
Juesday 2805204 f3|  [ssicT a Basic Lecture
> daay [mosz024 &) | q|
¢ O Thursday E= Q|
¥ Working with the timetable
o To copy and paste multiple rows, select the ¥ Seeci Al Days 1T Do Al ® Pace
relevant checkboxes next to the rows you
would like to copy and click Copy. [ Show Onty Days winTRC |
e This enables you to fill out the rows
Course Timetable
for a week and repeat that week @
’
across all the timetabled weeks.
. . -Date TRC Time Reporting Code
e Ensure that the entire week is s
selected (i.e., Saturday to Friday) ans @ | a
even if the row is blank. 28052024 ()| |[8sLCT Q|  BasioLectuwe
23052024 )| [esioT Q] Basic Lecture
30052024 [ [csut @|  Gasual Tutoria
310572024 “| |cs1'u1' Q| casual Tutoril
ovovos )| | Q|
o202 @) | al 1
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© Click View Al on the right-hand side of the T
timetable to see all the weeks in the timetable.
Validation exceptions

ke timetable

e Select the checkboxes next to the row(s) you
would like to paste data (you can select all the
days by clicking Select All Days) and click Paste. [ showony DayswmRC |

Deselect All ) Copy

Course Timetable

[5)(a]

Day -Date TRC Time Reporting Code (TRC)
\ B Moy [zosaes @] | a|
: @ Teessay (2052024 )] [eswcT a Basic Lecture
s B Wednesday |2052024 [@)|  [esicT a Basic Lecture
« B Twssay |wosa¢ 3| [estur a Casual Tutoral
: @ Frdsy [svosi2024 | Josur a Casual Tutorial
+ B Sstuday [m;mmm “] I O.I
r @B Swday |ovosmz @] | a|
: B Mnday  [ovov2o B8] | Q|
s @ Tuesday [Mm:etm “"] | 0.|
Course Timetable
@ The remaining weeks in the timetable will ———» =]
be populated with the same data as the Oa Oute TR Tine Reporting Code (IRC) | Campus. |1 out
first week that was created. 0 ey a o] |
O Toesday BSET Q Easic Lecturs w Q ||:\n:m| |unm|
To hide blank rows, click the Show Only 20 Weanescay (et @] emetenn W a] [mww] [wHw]
Days with TRC button. The timetable will o O Thursday [comr @] casui Tosorat [ue™a] [ossomo | [woem0 |
Only dlsplay rows with TRC data inputted s O Frday [cenr a] s Taoiat :ue a] [ow0000 | ==
in them. © 0 sty Ca e —
. . sy [ 4 a] | [l |
To show all rows including blank rows, R [ o s 1 ]
click the Show All Days button. The ey — e 6] sesetecnn e &) [emw] |[wow]
timetable will display all rows whether or s (e 4] | swetecwn o a] |[awm] |[won]
not there is TRC data inputted in them. Y — ey [ PR o) |[wen) | ]
0 Freay csT Q] Caseal oo s a] [osm00 | [roem |
=R P— [ e a] | ] |
O |sumany 9] o 1]
w D Mosdsy | 9 L9 | ] |
. Tuesday BsCT Q| Basioleoue jue a] o000 | [0 |
Wednesday [eseer @] masiorecue [ue "a] [moo00 | [0 |
1 O Thursday [csmr q: Casusl Tutorial :uc- n: [as:nm| [|omm|
s O Frday [csmr a]  casest o e a] [esooo0 | [1e00m |
2 0 Satecay a| [ a] | ] |
O Susday a al | ] |
¥ Working with the timetable
¥ Seiect Al Days [ Dessectal @ copy B Fate
— =D
Course Timetable
Day -Date TRC Time Reporting Code (TRC}  Campus
0 - [
¥ Working with the timetable
¥ Select All Days [ Deselect Al B Copy B Paste
Course Timetable
Day -Date TRC Time Reporting Code [TRC)  Campus
G T s
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o Review the timetable. You can amend individual o O

Step 5: Validate and submit atimetable.

Friday [02/02/‘2024 l [CSTUT Ql Casual Tutorial

‘ Validate and Save

IMPORTANT: Do not modify any of the following fields after you have pressed Validate and Save:
e Coursecode
e Convenor
e Final Approver
e Schedule Start Date
e Number of Weeks

rows to accommodate variances between the

weeks by deleting details in the field and >
selecting new details or leaving the field blank.

If there are no amendments to be made, click

Validate and Save.

I Submit ‘

Doing so will result in a routing error in the backend of the system. If you need to update the any of the above fields,
please create a new timetable instead.

If there are any validation exceptions, an error will pop
up. Details of the validation will appear in the

applicable row(s) under the Validation Exceptions —>
column.

The timetable did not re-validate. Please correct exceptions to submit. (30100,3)

Course Timetable

:ﬂ il 1-340f 34 « WView 7

Day Date TRC Time Reporting Code (RC)  Campus n out farki™®  Validation exceptions Loaded to Timesheet?

1+ O Monday Zrsa0es )| q [ a| | | o000 Meeds Appeoval i j t|
: O Tosday  [082024 @) Basic Lesture s @] frowe | [raess | oom Neets Aggeoval 2| [+ [-]

| Teesday 28082024 [ BSlCT Q Basic Lecture ve a 14:00:00 | 15:00:00 0.00 Needs Approval = ﬂ m
¢ O Wednestay (0204 G| [BSCT Q|  BasioLestne [we™a] [fuoowo | [wosw | oom g [+] [-]
L0 Thesdsy  [s0m2024 3| [esTUT @] CasuslTetor [woa] losooco ] [wowow ] oo Time overlap in course 7750EDN.  Ned =+ -]
& O Friday 31082024 £ Casual Tutorial wsa] [oson00 | [re0000 | 0000 ) E‘ E‘
T R ) — — Slele

To assist with troubleshooting Validation Exceptions, click on the View Detail icon to open a daily snapshot.

Course Timetable

E @ 1-24of 34

Marking

Day -Date TRC Time Reporting Code (TRC)  Campus In out parird  Validation exceptions Loaded to Timesheet?
o _— T I e —
: O Tuesday Basic Lecture ‘MG Q‘ ||3.oo.oo | |135@&a | 0.000 Needs Approval
5 R~ E] o] [mom] S
{3 e = ) =] ] —
s O | Thursdsy CSTUT @  Casusl Tutoril we al [eso000 | [100000 | 000  Time overlap in course 7750EDN. | Mesds Approval
o G a] s o a) [mmw] [oon] o —"

" 5 Ca I —— —

This will display all activity for the day across all trimesters, courses and timetables, enabling you to determine where time
overlaps are occurring.

Daily View Of All Hours Logged Across Timetables x
Current Trimester 24
Current Course 1353EDN Current Date 052024
Current In Time 09:00:00 Current Out Time 10:00:00
Total Hours in Day 2000
EE
Timetable
Same Same Loaded to
= P Same Course? - lep  Trimeste Course Code TRC Campus  [PAEME. Workilow
+ Same Same Same 3241 1355EDN csTuT MG Nesds Approval | Dats Saved
2 Same Different Different 3241 TTEOEDN CSTUT Casual Tutorial | 11:00:00 13:00:00 | 2.000 GC Approved, Approved

Panding Load

Retum
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84 [J  Friday [02f02f2024 l [CSTUT Ql Casual Tutorial

e Once you have addressed the Validation

Exceptions and you are happy with the — === ( Submit D

timetable, click Submit.

o The timetable will be routed to the Final Approver. This is reflected in the Approval Status.

Employee Name:
Employee 1D: Employment Red: 2 PHODVCC: Rates

Trimester: 3241 Trimester 1 2024

Course Details Q

Course Code:

Approval Status:  In Approval Process
Final approver

Convenor:

*Final approver:

For more information contact:
People Services | Human Resources

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



mailto:hrandsafety@griffith.edu.au

