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Casual Administration System User Guide 

Responsibilities 

Process Ownership: the Deputy Director: People Services has strategic process ownership for the casual 
adminstration process. The Manager: People Central facilitates the operational process ownership role. 

 
Primary Casual Support Tasks  

The table below outlines the repsonsible team for the primary casual support tasks: 

Academic Unit staff Program Services Team 

UniSA College UniSA College Academic Service Office 

Portfolios and Units People Central 

 
Primary casual support tasks involve: 

Casual Contract of Employment and Casual Offer of Work requests 

 Initiate or support the initiation of casual contract of employment requests 

 Initiate or support the initiation of casual offer of work requests 

 Assess system warning messages and ensure casual contract of employment requests are in-line with 
the Enterprise Agreement and relevant recruitment guidelines 

 Be the first point of contact for casual staff accepting their casual contract of employment 

 Monitor the request process to ensure the timely issue of casual offers of work to casual staff members 

 Be the first point of contact for casual staff accepting their casual offer(s) of work 

Timesheets 

 Guide new casual staff through obtaining network access, timesheet submission and approval, and 
system use 

 Provide advice to casual staff on the arrangement structure of their offer of work and appropriate 
claiming practices 

 Be the first point of contact for casual timesheet enquiries from casual staff and supervisors 

 Monitor the approval cycle, escalating approvals if a  supervisor is unavailable, to ensure that approvals 
occur prior to the approval deadline 
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Supporting Responsiblities 

People, Talent and Culture: People Central (in addition to the Primary casual support tasks outlines above, 
where relevant) 

Offer of Work requests 

 Facilitate Working with Children Check (WWCC) for new casual staff 

 Review offer of work requests that requiring PTC endorsement to ensure they are consistent with 
guidelines (e.g. Negotiated Rate, Adjuncts and staff members with a previous redundancy) 

 Provide advice to Units on relevant recruitment guidelines 

 Facilitate training of PTC and Unit staff responsible for verifying casual offer of work requests 

Timesheets 

 Respond to enquiries about timesheets submission and approval process and the status of timesheets 
lodged online 

 Action approval escalation events to ensure that approvals occur prior to approval deadline 

 

People, Talent and Culture: Payroll Services 

Casual Contract of Employment and Casual Offer of Work requests 

 Enter and update staff data into EmpowerHR 

Timesheets 

 Respond to enquiries about timesheet submission and approval process and the status of timesheets 
lodged online 

 Initiate and verify the transfer of casual claims to the EmpowerHR system 

 Perform anomaly and audit reporting in the payment cycle 

 Communication changes to claim period schedule including temporary adjustments to cut-off dates 

 

People, Talent and Culture: Recruitment Central 

Casual Contract of Employment and Casual Offer of Work requests 

 Facilitate Visa Entitlements Verification Online and provide advice on relevant immigration procedures 

 

People, Talent and Culture: People, Data & Systems 

Casual Contract of Employment and Casual Offer of Work requests 

 Provide reporting on casual timesheet processes as required 

 Maintain systems parameters and constants 

 Provides second level support for system related enquiries from Unit and PTC staff 

 

ISTS Corporate Information System 

Casual Contract of Employment and Casual Offer of Work requests 

 Undertake system development activities prioristised through PTC/ISTS portfolio meetings 

 Provide third level support for system related enquiries 
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Context and Purpose 
 
To support our compliance with legislative obligations, casual staff members need to be engaged using a 
two-step approach in CAS:  
  
Step 1  

a. Issue a casual contract of employment to prospective casual staff members.  
b. If accepted, this allows the University to provide offer(s) of work under Step 2.  
c. Any offers of work can then be issued 24 hours after the casual contract of employment has been 

accepted (to allow the system to be updated).  

  
Step 2  

  
a. Provide a separate offer of work outlining the initially anticipated casual activities, anticipated 

hours and/or the anticipated number of casual activities.   
 
Step 1: Create a Casual Contract of Employment Process Map 
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Step 2: Create a Casual Offer of Work Process Map 
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Step 1 - Request a New Casual Contract of Employment 

1. From the Casual Employment Webpage, select the Create a Casual Contract of Employment Request 
hyperlink in the Additional Resources for Line Managers and Supervisors section.  

If logged into Appian, you can launch a Casual Contract of Employment Request from the Actions menu. 

2. Complete the Casual Contract of Employment Request details 
 

 
Has this person worked at UniSA before? 
Use this field to indicate if a staff member has worked at UniSA previously. To streamline the casual contract 
of employment request process, and to ensure the integrity of system data, it is important that existing staff 
members are identified. 
 
Employee ID 
If the person has worked at UniSA previously, enter their 6-digit Employee ID, or use the Search Employee 
Records hyperlink to bring up a search window to help identify the previous staff member. Staff member 
details will then be retrieved from corporate HR systems and prepopulate the page. 
 
 

 
 
When an existing staff member has been selected, use the Review Employee record hyperlink to display 
further information about the appointee. 
 
 

https://i.unisa.edu.au/staff/ptc/casual-employment/
https://bpi.unisa.edu.au/suite/tempo/actions/item/koBENnJnQZs7XavkrLzR2rXuz-DWqOqmn7XUmQWyx_KzwfR5D1spVY9xTpixwDRiD8Aym7y00ac0Tg1jkWl90idookXpAYtco_CnA?_gl=1*1uzmmeo*_gcl_au*MTU5MTUwMjg0Ni4xNzMyODU5Njk4
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Contact Details 
Some information in this section will be read-only where the information is obtained from existing records. 
The casual staff member will also be prompted to update this information when accepting the casual 
contract of employment. This information is used predominately for contacting the casual staff member 
during subsequent offer of work processes. 
 
Title 
Select a title from the drop down list of available titles. 
 
First Name 
Enter the first name of the casual staff member. 
 
Last Name 
Enter the last name of the casual staff member. 
 
Mobile 
Enter the mobile phone number as a sequence of 12 digits i.e. 04XXXXXXXX. The international phone 
number format is also supported i.e. +61XXXXXXXXX. 
 
The mobile phone number will be used to verify the casual staff member’s identity (by way of an SMS 
verification code) where an existing username and password is not available 
 
Phone 
Enter a contact phone number for the casual staff member 
 
UniSA Email 
Information displayed here will be sourced from existing work email details, with an indicator if the email 
address is active 
 
Personal Email 
Enter a personal email address for the casual staff member. The casual contract of employment is sent to 
both the UniSA and personal email address. 
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Cancel Request Button 
This completely discards the casual contract of employment request, deleting the request. 
 
Send Employment Contract Button 
Sends the casual contract of employment 
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Step 2 - Request a New Casual Offer of Work 

1. From the Casual Employment Webpage, select the Create a Casual Offer of Work Request hyperlink under 
the Additional Resources for Line Managers and Supervisors section. 

If logged in to Appian, you can launch a Casual Offer of Work Request from the Actions menu. 

Step 2 has three screens: 

a) Select Casual staff member 
b) Configure Offer of Work (including casual minimum engagement) 
c) Finalise Offer of Work for approval (authorised casual administration staff only) 

 

Select Casual Staff Member 

 

Is this person being offered Academic or Professional casual work? 

Use this field to indicate if the offer of work will be academic or professional. 
 
This field will determine the list of activities that is offered as well as the subsequent labelling on each 
interface. 
 
Is this person enrolled as a full-time higher degree student at UniSA? 
Use this field indicate if the casual staff member is a full-time higher degree student at UniSA. 
 
This field enables the warning message: 
As per UniSA Academic regulations for Higher Degrees by Research, It is recommended that full-time 
research degree students undertake paid employment for no more than 8 hours per week. 
 
Does this person have a Casual Contract of Employment? 
Use this field to indicate if a staff member has an active casual contract of employment. 
 
If no, a warning message will be displayed and you will not be able to proceed until a casual contract of 
employment is offered and accepted. 
 
If they are a current staff member, the system will be able to determine if the person has a casual contract 
of employment already in place.  

https://i.unisa.edu.au/staff/ptc/casual-employment/
https://bpi.unisa.edu.au/suite/tempo/actions/item/koBENnJnQZs7XavkrLzR2rXuRBidDwndO6ELegdoC9AoCawwCwLNchSmJARjO11_9XLy5d4yiWH3oggFybd6g1J1W7z_DNzWbhjMw
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Employee ID 
Enter the 6-digit Employee ID. On leaving this field, employee details will be retrieved from corporate HR 
systems and prepopulated on the page. 

Use the Search Employee Records hyperlink to open a search window to help identify previous staff 

members. 

When an existing staff member has been selected, use the Review Employee Record hyperlink to display 

further information about the staff member. 

 
Does this person require a temporary visa to work in Australia? 
If the choice is yes, the casual staff member will need to provide evidence of the Right to Work at the time of 
accepting their casual offer of work to be verified by Recruitment Central. Please check with the casual staff 
member if you are unsure if they hold the Right to Work. 
 
Contact Details 
Some information in this section will be read-only where the information is obtained from existing records. 
The casual staff member will also be prompted to update this information when accepting the casual 
contract of employment. This information is used predominately for contacting the casual staff member 
during the appointment process. 
 
Discard Request Button 
This completely discards the casual offer of work request, deleting the request. 
 
Next Button 
Progresses the casual offer of work request to the next form (if the staff member has a casual contract of 
employment). 
 

Configure Casual Offer of Work 
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Activitiy  

Select an activity from the drop-down list.  

Is this work for (select one of the below options): 

- A specific course: Use this option where the work is aligned with a specific course, this allows 
further pre-population of contract details items, and the generation of work arrangements from 
the course timetable. 
 

Course (shown when the work is for a specific course) 
Enter a course in the format “ACCT 1008” on exiting the field, course information will be 
prepopulated to relevant fields.  
 
Study period (shown when the work is for a specific course) 
Select the relevant study period in which the work is being offered.  

 
- A unit: Use this option where the work is not for a specific course, or where is spans multiple 

courses.  

Offer of Work Description 
This description will be used when displaying the offer of work in reports etc 

Supervisor   
Enter the name of the casual offer of work supervisor, this will populate with suggested names as the field is 
entered. The supervisor approves timesheet claims (this can be changed per arrangement if needed).  

Anticipated claim period start  
Enter the date the claim period commences for the casual offer of work.  

Anticipated claim period end  
Enter the date the last claim for work completed can be submitted.  

Campus  

Select the relevant campus from the list.  

Org Units  

Select the Org unit hierarchy from each of the org unit 1, org unit 2 and org unit 3 drop down controls.  

Default cost centre  
Enter a cost centre to be used for all arrangements on the offer of work, this can be overidden per 

arrangement. 

 
Anticipated Casual Activities 
This section lists the arrangements that make up the individual lines of an offer of work. Populate 
arrangements in to this grid by using one of the below: 
 

- Add single anticipated casual activity: This navigates to a sub-form where an individual 
arrangement can be entered. Please refer to the Single anticipated casual activity section below.  
 

- Add arrangements from timetable: This navigates to a sub-form displayed the course timetable 
where arrangements can be generated from specific timetabled components. Please refer to the 
Arrangements from timetable section below.  
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Single anticipated casual activity 

 

 

Type of Casual Academic/ Professional Activity  
Type of casual academic/ professional activity represents the type of work for a specific arrangement, 
these categories help refine the list of appropriate classifications that are assigned to the work (e.g.. the 
student assessment work type restricts classifications to assessment orientated classifcations). 

Type of casual academic/ professional activity helps form the line of work description which the casual staff 
member uses to select completed work on their timesheet. Additionally they can be used for federal 
government reporting. 

Classification  
Select a classification as per the Enterprise Agreement with regard to the work being performed. 

Classification Step  
Select the step within the classification. 

Overtime Provisions (for professional staff classifications HEO7 and below only) are now set to:  
 
Automatic overtime for claims outside 7:00AM to 7:00pm Mon - Fri, and claims in excess of 7.5 hours in a 

day 

Assignment Level (for student assessment classifications only)  
Select one of the three durations per assessment. 

Classification (for student assessment classification only) 

Complex Assessment: Assessment is complex when the marker is required to give detailed feedback to the 
students explaining how their work might have been improved, such that a student who understood and 
learned from this feedback would be able to improve their mark in any similar future assignment. 

Simple Assessment: Assessment is simple when the marker is able to determine the correct answer by 
application of a marking template and is required to do no more than record which answers are correct 
and determine the marks for each and the overall mark for the assessment. 

Standard Assessment: Effective from 1 January 2024, assessment is standard when the marker is required 
to determine the result by application of a marking template including the provision of minimal feedback. 
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Class Number 

Optionally enter a class number to assist with clarity when describing the arrangement. 

Work defined by (Non-student assessment classification only)  
Select one of two options: 

- Total limit of hours: Specifies a total hour figure where timesheet claims can be drawn against, 
there is not a set schedule.  

Maximum potential hours (Work defined by total hours only)  
Enter the potential maximum hours to be worked under this arrangement. Any actual hours need to be 
confirmed by a local area roster. 

Work Roster  

Use either: 

- Add work item: to add a single work item to the anticipated work roster grid. 
- Add work items for a fortnightly anticipated roster: to add a sequence of work items based on an 

anticipated work roster entered from a sub-form (referenced below). 

Please note, the data entry for time values consists of the hours and minutes in 24 hour time, delimited 

by the colon character, (e.g. 17:00 for 5:00PM). 

The “Hol.” Public holiday indicator will show if the date is a South Australian public holiday. 

Specify an anticipated fortnightly roster (shown when Add work items for a fortnightly anticipated roster is 
selected) 

 

Enter a fortnightly anticiapted roster using the start time, end time and break fields. Please note the data 
entry for time values consists of the hours and minutes in 24-hour time, delimited by the colon character, 
(e.g. 17:00 for 5:00PM). 

Select Generate to populate the anticipated roster to the work roster grid. 

Anticipated claim period start 
Enter the start date for the rostered activity.  
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Anticipated claim period end 

Enter the end date for the rostered activity.  

Description of casual academic/ professional activity 

 
The description of casual activity is critical to provide clarity to the arrangement in records and reporting 

interfaces, and for the casual staff member when claiming for work completed. 

The description of casual activity builds automatically based upon various options previously entered 
including: the course subject area and catalog number, the offer of work description, the work type, the 
classification, the class number, etc. 

The description of casual activity can be overwritten if additional context needs to be given to the casual 

staff member. 

Supervisor 
Enter a supervisor for the arrangement; this can differ from the default supervisor for the casual offer of 
work. 

Claim Instructions 
All claims for work undertaken must be submitted prior to the end of the Potential Claim Period. 

Cost Centre  
Enter a cost centre code in the format AD######.  

Arrangements from timetable  
This sub-form is only available when the casual offer of work is for a specific course. 

 

 

This grid will display the scheduled components of a course for the specified study period.  Repetitive 

blocks of teaching are separated into single lines. 

Use the Assigned classification drop-down to assign a relevant classification to a timetabled component, 
assigning a classification will result in an arrangement to be generated upon the Generate button being 
selected. 
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Set Up Arrangement for Minimum Engagement 
 
The University of South Australia Enterprise Agreement 2023 (the Agreement) includes minimum 
engagement periods for casual staff members. 
 
It is necessary to consider the inclusion of an additional Line of Work when setting up arrangements for the 
following casual staff members, to enable claims for minimum engagement without exceeding contracted 
delivery hours, and to provide clarity for supervisors approving timesheet claims: 

- All professional staff; 
- Any academic staff member engaged to perform: 

- Clinical teaching with little preparation; 
- Studio teaching – art, architecture & design; 
- Other academic activity; 

- Assessment which is required to be undertaken on campus.  

 
This process is not necessary for academic staff who perform only lectures (specialised, developed, normal 
or repeat). Tutorials (first or repeat) or normal clinical teaching because they will be engaged for at least 
two hours per attendance, taking into account the additional hours built into their rate of pay. However, if 
a staff member is engaged for lecture and “other academic activity”, then it will be necessary to create a 
new line of work in setting up the offer of work to account for the “other academic activity”.  

The following screenshot shows an example of a casual offer of work with a single arrangement for studio 
teaching: 
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To create a new arrangement for minimum engagement claims, select the +Add single anticipated casual 
activity link and replicate the existing arrangement. Select the Work defined by total limit of hours and 
enter the number of hours required to accommodate minimum engagement. Prefix the Line of work 
description with “Minimum Engagement Claim:”. The next screen displays duplicated arrangement, 

differentiated by the prefixed line of work description. 

Specific duties by  
Select one of the following options: 

- Selection from table: Select this option to continue to select the duties from a list of common 
duties. 
 

- Uploaded activities statement: Upload a PDF statement which will be attached to the casual offer 
of work. Note this must be in a PDF format. 
 

Finalise Offer of Work 

This step is restricted to: 
- Authorised local casual administration staff. 
- PTC People Central team. 

 
This step involves a due diligence review of the submitted casual offer of work.  

 

Existing Staff Member 
Select the Existing staff member hyperlink to display information about the casual appointee. 
 
Total anticipated payments 
This amount is calculated based upon the total hours for arrangements within the offer of work multiplied 
by the hourly pay rate as per the classification. Note the hourly pay rates are that of the current Enterprise 
Agreement and could be subject to change over the life of offer of work. 
 
Total anticipated contract cost (including on-costs) 
This is the total amount multiplied by a 1.165 multiplier to incorporate on-costs. 
 
Anticipated workload fraction 
This is the estimated workload fraction which the casual may undertake if they complete all activities 
offered in the casual offer of work. 
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Preview Casual Professional/Academic Offer of Work 

Select the Casual offer of work hyperlink to generate the PFD casual offer of work. 

 

Casual Offer of Work Checklist 

 

 
Prescribed positions 
The following link provides an overview of the ‘prescribed positions’. For further information, please contact 
People Central. 
 
Select one of the three options: 

- This casual staff member will have regular contact with students who have not attained 
eighteen years of age, or other items pertaining to the Management of Prescribed Positions 
Procedure.  
This option will trigger a task to the PTC People Central team to facilitate a Criminal History 
Assessment in scenarios where a Working With Children Check (WWCC) expiry date is not 
recorded against the staff member. 
 

- This is a low-risk prescribed position requiring a National Police Clearance (NPC).  
This option will trigger a task to the PTC People Central team to facilitate an NPC in scenarios 
where an NPC expiry date is not recorded against the staff member. 
 

- This is not a prescribed position 

 

Reason 
This is a mandatory free text field to capture the rationale for flagging an offer of work that is not 
prescribed. Please enter a descriptive reason supporting the assessment. 
 
Reference checks (casual staff being offered their first offer of work) 
Mark this checkbox when the reference checks have been completed for the casual staff member. 
 

https://i.unisa.edu.au/staff/ptc/contacts-and-feedback/people-central2/
https://i.unisa.edu.au/siteassets/human-resources/ptc/files/procedures/safety-and-wellbeing/pc_management_of_prescribed_positions_procedure_200721.pdf
https://i.unisa.edu.au/siteassets/human-resources/ptc/files/procedures/safety-and-wellbeing/pc_management_of_prescribed_positions_procedure_200721.pdf
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Staff member CV (casual staff being offered their first offer of work) 
Upload the staff member’s CV. 
 
Are the duties identified considered sanctioned duties – do they involve the use of goods and 
technologies that include: 
Select one of the below as applicable: 

- Military items designed or adapted for military purposes or those that are inherently lethal, 
incapacitating, or destructive.  

- Commercial items and technologies that may be used or adapted for use in a military program or 
contribute to the development and production of chemical, biological or nuclear weapons systems.  

- None of the above.  
 
Classification and pay rate 
Mark this box after verifying the applicable classification has been assigned to each arrangement. 
 
Known conflict 
Mark this box when there is a known conflict arising from the appointment, use the Further comments text 
field to elaborate on the known conflict and how the conflict will be managed. 
 
Further comments 
Enter comments readable by People Central and the authorised approver. 
 
 

Local Area Contact Information 
 
These fields are provided to the casual staff member on their casual offer of work, they will be presented as 
the first point of contact for the casual staff member. 
 
Contact name 
Enter either a specific (i.e. a person), or generic (i.e. an office) contact.  
 
Contact phone number 
Enter a contact phone number. 
 
Contact email 
Enter either a specific email, or team based mailbox. It is recommended that units have a specific email 
address to use for casual staff of the unit e.g. PSW.Casual@unisa.edu.au. 
 

Approval  
 
Authorised approver 
Select an authorised approver from the drop-down list. Note: only VCA authorised approvers aligned with 
the unit appear in the list. If authorised approvers do not appears as expected, please email ptc-
imteam@unisa.edu.au. 
 
Select one of two notification options: 

- Notify the approver immediately to approve this offer of work: This immediately notifies the 
approver they have a task to action. 
 

- Skip notification: This does not generate an approval notification for the approver to action. This 
is useful if a group of casual offers of work are being prepared for approval, and a subsequent 
email can be sent to the approver when ready. A subsequent email could contain the direct link to 
the casual offer of work request tasks to provide the approver with a streamlined approach to 
approving a number of offer of work requests. 

 

mailto:PSW.Casual@unisa.edu.au
mailto:ptc-imteam@unisa.edu.au
mailto:ptc-imteam@unisa.edu.au
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Casual offer of work task list 
 

The casual offer of work request task list is an Appian customised task report available at: 
https://bpi.unisa.edu.au/suite/tempo/tasks/YQV4uQ 

 
 
The custom task list is available to: 

- Local casual administration staff 
- People Central 
- Authorise casual offer of work approvers 

The casual offer of work request task list provides a quick mechanism to work through and action tasks. 
 

Verify criminal history assessment 
 

This task is required in scenarios where a casual offe rof work has been flagged as either a prescribed 
position requiring a Criminal History Assessment, or a low-risk prescribed position requiring a National Police 
Clearance NPC certificate. This task will only occur for casual appointees where a current clearance has not 
been recorded in the EmpowerHR system. 
 
This task occurs in parallel with other approval tasks, and is undertaken by People Central. 

 
 
The steps to complete this task are: 

- Contact the casual appointee to determine their clearance status 
- If required, provide the appointee with information to initiate a clearance request 
- Once confirmation of the clearance has been received, release the offer of work for review and 

acceptance 
 

https://bpi.unisa.edu.au/suite/tempo/tasks/YQV4uQ


 

Note: Hard copies of this document are uncontrolled. Refer to the UniSA website for the latest version. Page 19 

Note, the casual appointee will not be able to view or accept their casual offer of work until both VCA 
approvals of the offer of work have occurred, together with Release for appointee acceptance submission 
from this task.  
 

PTC Endorsement of casual offer of work 
 
This task is required in scenarios where: 

- The selected casual appointee has received a voluntary redundancy within the past 3 years 
- The selected casual appointee is a current adjunct 
- At least one of the arrangements contains a negotiated rate  

 

 
 
This task occurs prior to the authorised approver task and is undertaken by People Central. 
 
Select the Existing staff member hyperlink to display information relevant to the casual appointee. 
 
Select anticipated casual activities description hyperlink to display detailed information for a specific 
arrangement.  
 

Approve casual offer of work  
 

The following sceen is displayed when a task is assigned to a selected VCA authorised approver 
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Select the Existing staff member hyperlink to display information relevant to the casual appointee. 
 
Select arrangement line number hyperlinks to display detailed information for a specific arrangement.  
 
 

Casual contract of employment request record list 
 

This record list is available at https://bpi.unisa.edu.au/suite/tempo/records/type/TfrcMQ/view/all  
 
This record list shows all casual offer of work requests. Authorised users who can be provided access 
include: 

- Local casual administration staff 
- People Central and Strategic People Partnering 
- Requesting staff member  

 

Casual offer of work request record list 
 

This record list is available at https://bpi.unisa.edu.au/suite/tempo/records/type/xXcpBA/view/all 
 
This record list shows all casual offer of work requests. Authorised users who can be provided access 
include: 

- Local casual administration staff 
- People Central and Strategic People Partnering 
- Requesting staff member 
- Offer of work supervisor 

 
Note: once active, the casual offer of work record list should be used to view further information about 
active offers of work. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://bpi.unisa.edu.au/suite/tempo/records/type/TfrcMQ/view/all
https://bpi.unisa.edu.au/suite/tempo/records/type/xXcpBA/view/all
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Casual offer of work request summary dashboard 
 

The offer of work request summary dashboard can be displayed when the casual offer of work ID hyperlink 
is selected from the casual contract request record list. 
 

 
 
Milestones 
The milestone bar on the top of the form shows the status of  the offer of work request  
 
Current active tasks 
Current active tasks are displated. Select a task hyperlink to view a read only form for a specific task 
 
Process history 
Expand the Process history section to view a complete audit history of the process 
 
Other dashboard views 
Other dashboard views include: 

- Offer of work details 
- Acceptance credentials 

- Related actions  
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Acceptance credentials dashboard 
 

This dashboard is used to support casual appointees through accepting their offer of casual offer of work. 
 

 
 
Acceptance URL 
This is the URL which the casual appointee should use to access their casual offer of employment 
 
UniSA email and personal email 
Email correspondance is sent to both these email addressess 
 
Mobile phone 
This is the mobile phone number to which an SMS verfication is sent, where there is a need to verify the 
identity of the casual appointee 
 
Network username 
This is the network username the casual appointee needs to use to authenticate the acceptance process 
 
Temporary password 
This is the temporary password provided to the casual appointeee to authenticate the acceptance process 
 
SMS verification code 
This is the verification code sent to the casual appointee’s mobile phone when verifying their identity  
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Related actions dashboard 

 

 

 

Update contact details 
 
The following funcitonality is valuable when contact details need updating and when user credentials 
required to accept a contact need to be re-sent. 
 
Select the Update contact details menu item. 
 
Section 1 provides the ability to update mobile and personal email address details. When these details are 
updated, an email is forwarded to the casual staff member if the status is “Fully Approved” and the person 
does not have a current network account. 
 
Section 2 provides the ability to generate a new password. If the option is selected to generate a new 
password, the casual is provided with a new email that provides a new temporary password. This 
functionality is valuable when a person is no longer a current staff member and cannot log in to accept their 
offer of  work requests using their UniSA network account and password. 
 
 

 
Withdraw Process  

Provides the ability to withdraw the current task and assign it back to the requestor. 
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The following email is generated and sent to new casual staff members 
Email 1: Welcome email to prospective casual staff, not currently employed at UniSA 
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Active Casual Offers of Work 

Once an offer of work has been accepted by a casual staff member, and processed by Payroll Services, it is 
deemed active and can have timesheet claims made against it. 

This section defines the processes and functionality around supporting active casual offers of work. 
 

Casual Offer of Work Record List 
  
This record list is available at https://bpi.unisa.edu.au/suite/tempo/records/type/YDWuTQ/view/all  
 
This record list shows all casual offers of work requests. Allowable access users include: 

- Local casual support staff (specific for the Unit only) 
- People Central and Strategic People Partnering  

Note: Only active or closed offers of work are displayed in this record list, in-progress casual offers of work 
are available in the casual offer of work request record list.  

 

The left-hand search box can be used to search on various keywords. 
 
The left-hand filter options can be used to restrict the list of available results. 
 
The page navigation controls on the bottom right-hand side can be used to browse through large data sets. 
 
Selecting column headers can sort on the relevant column field. 
 
Select the ID hyperlink to navigate to the contract summary dashboard 

 

 

 

 

 

 

 

 

 

 

https://bpi.unisa.edu.au/suite/tempo/records/type/YDWuTQ/view/all
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Casual Offer of Work Summary Dashboard 

Select the Timesheets menu items from the left-hand panel to navigate to the timesheets dashboard. 

 

 

Select the Update Offer of Work related action button (also available from the Related Actions panel) to 

make administrative adjustments to this offer of work. 

 

Hover over the chart components to retrieve values paid for hours and remaining hours for each 

arrangement. 

Select either the chart column, or an arrangement line number hyperlink to retrieve further information 

about a specific arrangement. 

 

 

 

 

 

 

 

 
 



 

Note: Hard copies of this document are uncontrolled. Refer to the UniSA website for the latest version. Page 27 

Administrative Adjustments 
  
Administrative adjustments can be made on active offers of work by selecting the update offer of work 
related action. Administrative adjustments include all changes which are purely administrative and do not 
affect the overall composition of the casual offer of work. 

 

 

 

Editable fields for the offer of work include:  

• Activity title  

• Supervisor  

• Campus  

• Org unit 2  

• Org unit 3  

• Default cost centre  

 

Select an arrangement line number hyperlink to navigate to the arrangement sub-form for adjustments relating 
to a specific arrangement. 

Select the suspend button to prevent the timesheet claims across the whole offer of work. 

Select the close offer of work button to close this offer of work preventing further timesheet claims across the 
whole offer of work. Rerfer to the next section for closing offers of work ‘in bulk’. 

Select the update button to save administrative adjustments made to the offer of work. 
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Arrangement Administrative Adjustments 
 

 

Administrative adjustments for arrangements include:  

• Overtime scenario (professional staff HEO7 and below only)  
• Class number  

• Description of casual professional activity  

• Supervisor  

• Cost centre  

 

Select the suspend activity button to prevent further timesheet claims to be made against this casual offer of 

work.  

Select OK to navigate back to the offer of work form.  

Select Cancel to cancel changes and navigate back to the casual offer of work form.  

 

Note: the offer of work must be saved by selecting the Update button once returned to the casual offer of work 

form. 
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Updating Contract Supervisors in Bulk  
 

Via the Actions menu, Casual Administrators can change the supervisor identified across a group of offers of 
work. This is useful when a supervisor has an upcoming period of leave.  
 

Via the Actions menu, go to Casual contract bulk supervisor update 

 
The following screen displays. Enter the name of the existing supervisor and select Search. A list of all active 
offers of work assigned to the supervisor will display. 

 

 

Select the offers of work to update from the list. Enter the name of the new supervisor in the New 
Supervisor field and select Update. 

Note: 

- Updating a large number of offers of work will take a few minutes to complete before the changes 
are applied. You can confirm the functionality has worked by going into a couple of the selected 
offers of work (via the records menu) and checking the supervisor name. 

- All offer of work lines will update with the new supervisor, regardless of whether another 
supervisor is allocating to one of the offer of work lines. 

- Updating the supervisor will not reassign timesheets that are currently sitting with an approver for 
approval. Reassigning timesheets that are active with an approver can be performed via the 
Casual Timesheet Current Approval link that’s located via the Records menu. 

 

  

https://bpi.unisa.edu.au/suite/tempo/actions/item/koBENnJnQZs7XavkrLzR2rX6OQVeZ1CmYtsufhqK2Sg7OtW1LdT5IvcxfNOF_Y5G9wVuhyf9_2a-vn3FO2cFQ1ddvrAMtCEi4JAYw
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Closing Offers of Work in Bulk  
 

This functionality is available via the Actions menu item Casual contract bulk closure.  
 
In addition to closing offers of work at individual offer of work level, offers of work can also be closed in bulk 
from an Excel spreadsheet source file. The source file data layout needs to be precise to ensure a successful 
and accurate import. For details on how to get a list of contract IDs in Excel, see below:  
 
Note: Closure will occur at the whole offer of work level, it is not possible to close individual offer of work 
lines.  
 
Excel file data layout and requirements: 

- XLSX files created by Microsoft Excel 2007, 2010 and 2013 are supported 
- The column label contract id should be placed in the A1 cell 
- Six digit contracts IDs should be entered in the first column of the worksheet 

- It is not recommended to process more than 100 rows in a single execution 

 

Upload Contract IDs 
Click UPLOAD and locate the source file for import. Ensure the xlsx file is formatted as per the layout 
requirements above. 
 

Validate Contract IDs 
Contracts specified in the source file will present for review. 

 

Select BULK CLOSE if you are satisfied with the records presented for closure. 

Contracts Closed 

A list of the successfully closed contracts will display. 
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 Select FINISH. 

How to Generate a List of Contracts in Excel to Close in Bulk 
A list of eligible contracts to close is available via the University’s BI Reporting environment. The report 
called View Historical Contracts for Bulk Closure provides the ability to identify contracts that no longer have 
any hours to claim and/or contracts that are ‘x’ months older than today’s date.  

 
If you are having difficulty accessing the report or have any questions, please contact:  
PTC-IMTeam@unisa.edu.au  

 

Casual Timesheet Process 

Timesheet Explanation 
  
The following displays the standard timesheet submission, approval, and payment timeframes. Casual claims 
are processed as part of a fortnightly pay cycle paid in arrears. The Payroll Calendar available via the Casual 
Employment webpage provides the actual cut-off dates and times for the current year.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The following screen is presented to casual staff when selecting the Submit an Online Casual Timesheet link 
via the Casual Employment webpage.  
 
The interface provides casuals with a link to the Timesheet Submission Guide.   
 
Review the key dates and select Next to proceed to Discard to exit the timesheet.  

mailto:PTC-IMTeam@unisa.edu.au
https://i.unisa.edu.au/staff/ptc/casual-employment/
https://i.unisa.edu.au/staff/ptc/casual-employment/
https://i.unisa.edu.au/staff/ptc/casual-employment/
https://i.unisa.edu.au/siteassets/human-resources/ptc/files/guidelines/cas/online_cas_ts_sub_quickguide.pdf
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Note: if a previously opened and un-submitted timesheet task exists, the following page is displayed:  
 
Select Navigate to active task to access your existing timesheet submission task.  
 
Depending whether the casual offer of work type is Professional (time of day) casual offer of work or 
Academic casual offer of work, the Casual Timesheet entry page is displayed.  
 
For casual staff with both professional and academic casual offers of work, the Time of Day timesheet entry 
page will the first displayed and upon submitting the professional timesheet, the Academic timesheet entry 
page will then be displayed.  
 
 
Note:  

 
Icon denotes pre-filled timesheet entries-Previously Autopay. 
 
Icon denotes regular timesheet entries.  
 
Icon denotes any returned timesheet entries returned by the approver in the previous pay period.  

 
The staff member can select the ‘Add Claim’ button to add new or additional claims.  
 
A payment claim entry row is displayed.  
 

Tip: if logged into Appian, you 

can launch a Casual Timesheet 

from the Actions menu. 

(Actions/Casual Timesheet) 
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Note: Any timesheet entry validation errors will be displayed in line with the field being entered to 
enforce accurate data input  
Time of day timesheet entry row  

Academic timesheet entry row 

- Enter the date worked 
 

- Select Course/Project from the Line of work drop-down. Only line of work lines within the date 
worked are shown in the drop-down 
 

- Enter Start time, End time and length of Break for professional casual offers of work OR Number 
of assignments marked or Hours worked on the enabled field for academic offers of work. 
 

- Select Add note icon and send a note specific to the entry to the supervisor. 
 

- Select the More info icon to view more casual offer of work details on the line of work entered, 
such as contract supervisor and remaining hours worked.  

 
To submit your timesheet, select the Submit button 
 

- Any critical errors presented on the timesheet entry page as well as previoulsy returned timesheet 
entries will need to be resolved before the timesheet can be submitted. 
 

- Submitted timesheets can still be edited or deleted prior to the submission cut off time. 
 

- After the approval cut off all time sheets’ status will be changed to Pending Approval and 
forwarded to your supervisor for approval.  

 
Review the timesheet configuration page displayed and select Finish to complete the submission 
process.  
 
Staff member is provided with confirmation that timesheet has been submitted successfully.  

To track the status of submitted (currently in-progress) timesheets, use the link highlighted at the 
footer of the confirmation message.  
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Timesheet entries can be return by your supervisor for correction. To attend to one, open the email 
advising you of returned timesheet entry and select the link to process the request.  
 
My workbox section of the staff portal (https://my.unisa.edu.au/staff/portal/home.aspx ) also 
provides a summary of any outstanding tasks. This is useful to check to ensure you have no 
outstanding Returned tasks.  
 
The Returned timesheet screen is displayed.  
 
Review the reason for return by selecting the Returned status icon.  
 
Make the necessary amendments by either editing or deleting the timesheet entry. If there are no 
changes to the line of work details, add a note to send an explanation note to your approver.  
 
Select Confirm Changes to resubmit the changes to your supervisor. 
 

Viewing Casual Timesheets  

 
From the Casual Employment webpage, select the Search Current and Historical Timesheets hyperlink under 
Additional Resources for Casual System Administrators. You can also search via the Records menu in 
thescreenshot below, select Casual timesheet search.  
 

 

 

Enter search criteria and click Search. The following results display. 

https://my.unisa.edu.au/staff/portal/home.aspx
https://i.unisa.edu.au/staff/ptc/casual-employment/
https://bpi.unisa.edu.au/suite/tempo/reports/view/2brUcg
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The following provides a brief explanation of the status descriptions 

Draft – claims entered and saved 

Submitted – claims submitted for approval 

Pending Approval – claims returned by supervisors during the approval cycle 

Returned – claims returned by supervisors during the approval cycle 

Approved – claims approved and ready for transfer and payment 

Transferred – claims transferred for payment 

 

Initiate an Approval Task During the Approval Cycle 
  

From the Actions menu, select Casual timesheet approval per casual. Navigate to tasks and select the task 
called adhoc Approval. In the following screen, enter the casual staff member name, the supervisor listed on 
the offer of work, and the org 2 code (e.g. ALH) associated with the offer of work in upper case. A list of org 
2 codes is available via the following report: Organisational Units. Click Initiate. 
 

 
 
You can then double check the timesheets have a Pending Approval status via the Casual timesheet search 
functionality. 

 

  

https://bpi.unisa.edu.au/suite/tempo/actions/item/koBENnJnQZs7XavkrLzR2rX6rWLp54GTJG2NYMnyLN9v310djCanEo3AxomCdVFKZHBJrrS0fJdlMFfST2efEp9RxR0KSzbfeKOtQ
https://bi.unisa.edu.au/BIReporting/bi/?pathRef=.public_folders%2FUniSA%2BPublic%2F10.0%2BStaff%2FOrganisational%2BUnits&format=PDF&Download=false&prompt=true
https://bpi.unisa.edu.au/suite/tempo/reports/view/2brUcg
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Reporting 

The University’s Business Intelligence (BI Reporting) environment provides the ability to access data stored 
in the CAS system. The following CAS reports are accessible to casual administrators and staff with access to 
CAS data. The BI environment provides the ability to schedule reports that are automatocally run and 
emailed on a timeframe determined by the user.  
 
For further information on the CAS data presented in the report or to make a suggestion, please contact the 
People, Data and Systems team via: IM-Team@unisa.edu.au 
 
For further information and training using the BI tools: 
https://mymailunisaedu.sharepoint.com/teams/BIP/bihub/SitePages/Training%20Resources.aspx 
 
1. List of CAS Reports 

 
CAS School Summary Report 
Provides a high level summary of dollars and FTE attributed to casual employment over the past three 
years, grouped by academic and professional. 
 
Claims Pending Supervisor Approval 
Provides the ability to view a list of claims that have been submitted fro approval. This report displays 
the start time, end time, and break time for professional staff employment. 
 
Claims Submitted for Supervisor Approval 
This report allows the ability to view a list of claims that have been submitted by casual staff during the 
timesheet submission timeframe. 
 
Offer Audit Report 
Provides an audit trail of whom and when an offer was processed. 
 
Sessional Staff Claims (2017 – Current) and Offers (2017 – Current) 
These two links provide data cubes that allow the ability to slice and dice CAS data, for the purpose of 
analysing trends, inclusing cost and FTE by course, cost centre, and staff member. The following 
provides a tip sheet with additional information: Tip Sheet – Sessional Staff Claims and Offers 
 
View Claims 
Provides the ability to view detailed timesheet data by org unit, date paid, date worked, staff member, 
and cost centre. 
 
View Offers 
Displays a list of offers by org unit, status, anticipated start date, cost centre, supervisor, and staff 
member. 
 
View Historical Offers for Bulk Closure 
Identifies offers that no longer have any hours to claim and/or offers that are ‘x’ months older than 
today’s date. For further information on the process of closing offers, see Tip Sheet – How to Close 
Offers in Bulk. 
 
 
 
 
 
 
 
 

mailto:IM-Team@unisa.edu.au
https://mymailunisaedu.sharepoint.com/teams/BIP/bihub/SitePages/Training%20Resources.aspx
https://bi.unisa.edu.au/BIReporting/bi/?pathRef=.public_folders%2FUniSA%2BLocal%2FHuman%2BResources%2FHR%2BCasual%2BAdministration%2FCAS%2BSchool%2BSummary%2BSnapshot&format=PDF&Download=false&prompt=true
https://bi.unisa.edu.au/BIReporting/bi/?pathRef=.public_folders%2FUniSA%2BLocal%2FHuman%2BResources%2FHR%2BCasual%2BAdministration%2FClaims%2BPending%2BSupervisor%2BApproval&format=HTML&Download=false&prompt=true
https://bi.unisa.edu.au/BIReporting/bi/?pathRef=.public_folders%2FUniSA%2BLocal%2FHuman%2BResources%2FHR%2BCasual%2BAdministration%2FClaims%2BSubmitted%2Bfor%2BSupervisor%2BApproval&format=HTML&Download=false&prompt=true
https://bi.unisa.edu.au/BIReporting/bi/?pathRef=.public_folders%2FUniSA%2BLocal%2FHuman%2BResources%2FHR%2BCasual%2BAdministration%2FContract%2BAudit%2BReport&format=PDF&Download=false&prompt=true
https://bi.unisa.edu.au/BIReporting/bi/v1/disp?b_action=xts.run&m=portal/launch.xts&ui.gateway=%2fBIReporting%2fbi%2fv1%2fdisp&ui.tool=PowerplayStudio&ui.object=storeID(%22i75386A236F2747BC979FB3AC1380C4A7%22)&ui.action=edit&ui.crnfrm=HTML&ui.crngnd=false&ui&backURL=..%2Futils%2Fclose.html&ui.backURL=..%2Futils%2Fclose.html
https://mymailunisaedu.sharepoint.com/sites/ERWorkplaceStrategyTeamSite/Governance/Casual%20Definition%20Project/Artefacts%20to%20Update/Guidelines%20and%20Guides/CONTRACTS%20(2013%20–%20CURRENT)
https://mymailunisaedu.sharepoint.com/teams/HR/AllStaff/PTC%20Systems%20Manuals/Casual%20Administration%20System/Tips%20and%20Tricks/Tip_Sheet_Sessional_Staff_Claims_and_Contracts.pdf
https://bi.unisa.edu.au/BIReporting/bi/?pathRef=.public_folders%2FUniSA%2BLocal%2FHuman%2BResources%2FHR%2BCasual%2BAdministration%2FView%2BClaims&format=spreadsheetML&Download=true&prompt=true
https://bi.unisa.edu.au/BIReporting/bi/?pathRef=.public_folders%2FUniSA%2BLocal%2FHuman%2BResources%2FHR%2BCasual%2BAdministration%2FView%2BContracts&format=spreadsheetML&Download=true&prompt=true
https://bi.unisa.edu.au/BIReporting/bi/?pathRef=.public_folders%2FUniSA%2BLocal%2FHuman%2BResources%2FHR%2BCasual%2BAdministration%2FView%2BHistorical%2BContracts%2Bfor%2BBulk%2BClosure&format=spreadsheetML&Download=true&prompt=true
https://mymailunisaedu.sharepoint.com/teams/HR/AllStaff/PTC%20Systems%20Manuals/Casual%20Administration%20System/Tips%20and%20Tricks/How%20to%20Close%20Contracts%20in%20Bulk.pdf
https://mymailunisaedu.sharepoint.com/teams/HR/AllStaff/PTC%20Systems%20Manuals/Casual%20Administration%20System/Tips%20and%20Tricks/How%20to%20Close%20Contracts%20in%20Bulk.pdf
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How to Schedule a Report to Receive it via Email on a Regular Basis 
 
Navigate to the HR Casual Administration folder in BI Reporting. As per the screenshot below, select the 
elipsis associated with View Historical Offers for Bulk Closure report and select Create report view. 
 

 
 
Give the report a name, select the My content folder and select Save. 
 

 
 
Navigate back to My content by using the sidebar to the left and locate the view of the report that you 
have just created. 
 
 
 
 
 
 

https://bi.unisa.edu.au/BIReporting/bi/?perspective=home&folder=.public_folders%2FUniSA%2BLocal%2FHuman%2BResources%2FHR%2BCasual%2BAdministration&location=team
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Select the elipsis associated with your report and select Properties as per the screenshot below. 
 

 
 
Select the Schedule tab and select Create Schedule 
 

 
 

 
Assign the regularity of the schedule and the format (pdf or excel via the Options tab) and change the 
delivery to Send report by Email (via the Options tab). 

 

The final task is to Set values for the Prompts so that is specifically provides the data that you require. 
Select a value on each prompt page and select next until finished. 
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Troubleshooting 

Online Casual Offers of Work 

Problem Solution 

Staff member has not received a SMS to 
activate contract of employment 

Check the mobile number has been entered correctly in 
the contract 

Check if the staff member has recently changed their 

mobile number 

Has the staff member clicked ‘send verification code’ 

during contract verification? 

If they have clicked ‘send verification code’ during 
verification, locate the SMS code in the acceptance 

credentials in their record and give it to them 

Staff member has not received an email 

to acccept their casual offer of work 

Check the email has been entered correctly in the offer of 
work (see Update Offer of Work Details), and use the 
functionality described 

Unable to login following casual offer of 
work acceptance 

Sign out of all UniSA browser sessions and try to login 
again 

If recently employed and break in employment is noe 

greater than 30 days, new logon credentials are required 

Ensure using staff login credentials, not student login 

Try using Chrome or Firefox 

 

Staff member requires a copy of their 
casual offer of work 

All casual staff members are sent a confirmation email 
with a copy of their casual offer of work upon acceptance. 
If the casual staff member cannot locate the email, a copy 
is available for casual administrators via the Casual Offers 
of Work menu item 

 

Online Casual Timesheets 

Problem Solution 

A critical error message: “Exit – No valid 
contracts” is displayed on the timesheet 
information page and the casual staff 
member cannot proceed. 

Local casual support staff to confirm the casual has an 
active casual contract with at least one active contract 
line 

Payroll to verify the casual staff member has an 

occupancy record enable for payment in EmpowerHR 

https://bpi.unisa.edu.au/suite/tempo/records/type/YDWuTQ/view/all
https://bpi.unisa.edu.au/suite/tempo/records/type/YDWuTQ/view/all
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Problem Solution 

Lines of work (lines) are not displayed on 
the timesheet page and the casual staff 
member does not know how to enter 
timesheets 

Lines of work lines will only be displayed after a date 
selection with the exception of pre-filled lines of work 
lines which will be populated for work up to the current 
date. Casual staff to confrim if they have: 

- Selected ‘Add Claim’ link 

- Entered the date they wish to make a 
claim for. This date has to be within the 
offer of work start and end date otherwise 
it will not be populated in the line of work 
selection 

- The Line of work drop down will be 
available for selection 

- Select the line of work and enter either 
hours worked or Assignments marked 

Lines of work (lines) are not available for 
selection in the line of work drop down 

Only lines of work that are valid/active for the date 
entered are displyed in the Line of work drop down 

- Casual staff membr to ensure they have 
selected a date that is within the offer of 
work start and end date 

- Local casual support staff to ensure that 
the offer of work is active 

How to get additional offer of work 
details including line number for a 
timesheet claim 

To confirm the line of work and line number, click on the 
more info icon for that timesheet claim. Additional 
details for that line of work will be presented including 

offer of work number and associated line number 

 
The timesheet submission page 

says ‘working’ when the submission 
button is selected but timesheets are 
not submitted. 

Casual staff member should check if there are any red 
box highlights on the payment claims grid. To read the 
validation error messages on the red boxed claims, hover 
on the red box. Upon resolving all the errors presented, 

the timesheet will be successfully submitted. 

The timesheet approver has not 
received timesheets submitted by a 

casual staff member. 

Timesheets submitted within a claim period become 

available to the approver only after the submission cut 

off deadline for that pay period has passed. 

Before the deadline the casual staff member can add, 
edit or delete claims and re-submit as many times but 
the approver does not receive them until after 

submission cut off. 
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Problem Solution 

Casual staff member has not received 
any payment on pay day for timesheets 

previously submitted. 

Casual staff member to ensure the timesheet submitted 
date was before the submission cut-off deadline. 
Timesheets need to be submitted before the submission 
cut off deadline date at 8:00pm to be included in the pay 
day: Timesheet claims submitted after the cut off 
deadline will fall into the next claim period and will stay 
in submitted status until the next submission ready to 

be processed for that claim period’s pay day. 

Casual staff member has received an 
email that a timesheet claim has been 
returned and is unsure on how to 
proceed. 

Select on the link provided in the email to attend to the 

returned timesheet entry. 

Alternatively, go to My workbox section in the staff 

portal and click on the Amend returned timesheet link 

provided. To review the reason for return, 

select the “returned status icon and make the necessary 
amendments by either editing or deleting the timesheet 
entry. If ether are no changes to the line of work details. 
Add note to send an explanation note to your approver. 

Casual staff member cannot log in to 
access their timesheet. 

Generally for staff members with existing network 
accounts there is a small delay between having their 
offer of work created and gaining access to the 
timesheet system. This is due to the systems involved 
synchronising the login credentials. This is an overnight 
process so you should only have to wait one day in order 
to access the system. For a completely new starter 
please confirm with the IT helpdesk if your network 
account has been created. This will then synchronise 
with the timesheet system. 

Casual staff member has worked more 
hours than the system can allow to claim 

The system only allows claiming for hours detailed in the 
casual offer of work. If hours worked are in excess of the 
agreed hours, casual staff member should liaise with 
their supervisor on how to arrange payment for the 
extra time. i.e. new offer of work. 

 
Timesheet approver would like to view 
previously approved timesheets 

Timesheet approver to access the “CAS timesheet 

history report” 

https://bpi.unisa.edu.au/suite/tempo/reports/all 

The timesheet history report that will show any 
timesheets for the approver. They can then drill down 
into the claim details to see what was claimed and 
approved or returned for any timesheet. 

 

 

  

https://bpi.unisa.edu.au/suite/tempo/reports/all
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Related Documentation/Links 

> Casual Employment Webpage 
> Appian 
> University of South Australia Enterprise Agreement 2023 
> Management of Prescribed Positions Procedure 
> Casual Timesheet Guide 
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