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This update provides some tips and advice on how to enter your timesheets. 
 
Aligning work dates and Jobs 
Timesheets should be entered in the fortnight after you complete the work. 
 
To enter your timesheet in Web Kiosk you must select the correct Job so that your timesheet can 
direct to the right area for approval and payment.  Firstly, go to Web Kiosk and choose the 
correct Job: 
 

 
 
When will I get a new job number? 
You will only get a new job number if you are working in a different department or school or if 
you need to work on an additional cost centre or project. 
 
Within your Job there are different occupancy layers. You also need to ensure that the timesheet 
dates match the dates of the occupancy for your Job. To check the Job (occupancy) details go 
to Home > My Pay > Appointment Details > Show Occupancy 
 

            
 
You can only enter work dates within a single occupancy layer on a timesheet; you can’t combine 
dates into a single timesheet. Please check that timesheet work dates entered align to the 
appointment dates.  
 
Why do I have different occupancy layers? 
Some of the common reasons for a new occupancy layer include: 

• a restructure in your work area or you report to a new manager 
• you get a new pay rate if you are a Professional casual e.g. move from rate 3 to rate 4 
• your work is costed to a changed project number e.g. research funded from a new grant  
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For example in the sample above work dates from 1 January 2021 – 25 April could be on one 
timesheet, but a separate timesheet would need to be submitted for dates worked between 26 
April - 30 April and another for dates worked from 1 May 2021 onwards. Claiming across these 
dates will cause a timesheet error and you will not be able to submit your timesheet. 

 
 
Minimum payments 
Under the variation to the Academic Staff Enterprise Agreement 2019, a casual academic will be 
paid for at least 2 hours of work at the relevant rate on each occasion they are required to attend 
work by the University, inclusive of any incorporated time and payment for preparation or 
associated working time. 
 
If you are required by UOW to undertake a single hour of Marking, Demonstration or Ancillary 
duties that is not adjacent to any other required work, you are entitled to a minimum payment of 
2 hours. You must note this in the timesheet in the comments against the entry. HR will then 
process the top-up. 
  

 

Some rates, such as Tutorial rates, are deemed to be for 2 or 3 hours of work, no minimum 
applies. More details can be found on the HR Intranet on the Minimum Payments Fact Sheet 

 

Mandatory Subject code entry  
When casual academics enter a timesheet, they are required to enter a subject code against 
each entry for reporting purposes. If the work you are doing is not subject-specific such as a 
team meeting or induction then use Other as the Subject code. 
 
In the ‘Subject’ field enter the Subject Code. If you do not know the subject code you can search 
the code by selecting the down arrow, and using a wild card % search (e.g. %SHS%) then 
selecting ‘Find’.  
 
Subjects now include a code for the session and the campus. A more detailed procedure is 
available on the intranet. 
 

 

https://uowmailedu.sharepoint.com/sites/intranet-human-resources/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2Fintranet%2Dhuman%2Dresources%2FShared%20Documents%2FPay%2C%20Leave%20and%20Benefits%2FMinimum%20Payments%20Fact%20Sheet%20v4%2Epdf&parent=%2Fsites%2Fintranet%2Dhuman%2Dresources%2FShared%20Documents%2FPay%2C%20Leave%20and%20Benefits
https://uowmailedu.sharepoint.com/sites/intranet-human-resources/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2Fintranet%2Dhuman%2Dresources%2FShared%20Documents%2FPay%2C%20Leave%20and%20Benefits%2FCasual%20Academic%20Timesheet%20Submission%2Epdf&parent=%2Fsites%2Fintranet%2Dhuman%2Dresources%2FShared%20Documents%2FPay%2C%20Leave%20and%20Benefits

