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Purpose: This guide lists the steps required to create and use a default Timekeeper (TK) form.

6 If you work the same hours each fortnight, you may find it useful to set up a default TK form.

If you have a default TK form, the days and hours on this form will be used to pre-fill all future TK
forms. Note: Default values will appear on forms that cover public holidays and non-teaching
periods, so you may need to delete pre-filled data for some pay periods if you do not work on these
days.

Steps Instruction — How to create and use a default Timekeeper form

Step 1 From the MyAurion tab, click the Home button to access the grids in the Home summary panel on
the left-hand side of the Home portal.
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MyAurion
m Personal Details Job Leave Pay & Banking TimeKeeper Training

LEE, Amy (2074924, Casual Administration, Uni of Qlld Art Museum Branch/Dret, St Lucia Campus) ~ | Reselect -

Mail Inbox ~ hew Welcome to Aurion L)

- My Aurion is the portal to The University of Queensland’s Human Resource Management
Mail Sent
System.
1. Choose atopicfrom the |left panel or the task bars above.
2. View topic options using the expand arrow

My Settings - Mail & Supervisor

3. Select a record and details will appear in the right panel
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Additional user information is available from the User Guides topic located at the bottom of
each page.

Pay Advices

Timekeeper Forms ~ New

Your E-mail is amy lee@gmail com

You have 5 Pay Advice messages in your message box

Upcoming Training
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User Guides

(1 Navigation
() Leave
(] Pay Details
» ([ Personal Details
(£ Mail
() Timekeeper
() Training

Step 2 From the Timekeeper Forms grid, click the Expand icon (€). The grid now displays the summary
information of your available TK forms.

Timekeeper Forms ~ tew o
From To Process Prd End  Ruleset Code  Status Current
529;’01!2011 11/02/2011 11/03/2011 TKRO09 Submitted \ﬂn] Current
15/01/2011 28/01/2011 11/03/2011 TKR009 Submitted
01/01/2011 14/01/2011 TKR009 Empty
17/07/2010 30/07/2010 TKR009 Empty

Note: The Timekeeper Forms grid can also be accessed from the Timekeeper portal.
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Steps Instruction — How to create and use a default Timekeeper form

Step 3 From the Timekeeper Forms grid, select a TK form that accurately reflects the core hours you work
each fortnight. The details for the selected form display in the Timekeeper Form Details detail panel
on the right-hand side of the Home portal.

Timekeeper Form Details o

I Show Form l Recall I SetTo Defaulgl

Click the Show Form button to enter the timesheet.

Click the Submit form to send the completed timesheet to your supervisor.

If you are experiencing any problems with your timesheet please contact your Admin/Finance
Officer via email.

Type Actual

Timeframe Saturday 29 Jan 2011 through Friday 11 Feb 2011 inclusive
Ruleset Casual General Staff Timesheet TKRO09

Status Submitted

Error Message

Process Prd End | 11/03/2011
Approved

Approver User

Id

Raised Using Personal Default
Summary o
Type Hours
Hours Worked 40:30
Total Work Hours 40:30
Total All Hours 40:30
Daily Summary Week 1 o

Daily Summary Week 2

Resulting Payroll Transactions o
Payroll Master File Transactions o
Hours Worked o
Payment Type Date Star... Bre.. Bre.. Fini.. Comments

Hours Worked Mon 31s... 09:00 12:15 13:00 16:30

Hours Worked Tue 1st... 09:00 12:15 13:00 16:30

Hours Worked Wed 2n... 09:00 12:15 13:00 16:30

Hours Worked Mon Tth... 09:00 12:15 13:00 16:30

Hours Worked Tue 8th... 09:00 12:15 13:00 16:30

Hours Worked Wed 9th... 09:00 12:15 13:00 16:30

Additional Allowance Claims o
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Instruction — How to create and use a default Timekeeper form

From the Timekeeper Form Details detail panel, click the Set To Default button. The confirm action
prompt is displayed and asks the following question:

“Do you want to create a Default Timekeeper Form from this Timekeeper Form?”
Yes No

When Yes is answered in response to the confirm action prompt, the default TK form is created.

The default TK form can be viewed by accessing the Timekeeper portal and selecting the TK form
from the Default Timekeeper grid, as shown below.

MyAurlon Favourites | Settings HEIp‘ Logout

MyAurion

Home Personal Details Job Leave Pay & Banking Training
LEE, Amy (2074924, Casual Administration, Uni of Qld Art Museum Branch/Drct, St Lucia Campus) v | Reselect v
Timekeeper Forms  tew (4] Timekeeper Form Details o
[ Show Form | Delete | Staff Schedule I
Default Timekeeper o
Clickthe Show Form button to enter the timesheet.
QOption Type Ruleset Code Click the Submit form to send the completed timesheet to your supervisor.
Default TKR009 If you are experiencing any problems with your timesheet please contact your Admin/Finance
Officer via email
Scheduled Timekeeper  tew © Type Default
Ruleset Casual General Staff Timesheet TKRO09
User Guides (1] Raised Using | Personal Defaut
(1 Navigation 3
(]Leave
(1Pay Details Hours Worked o
» ([ Personal Details .
Ml Payment Type Date Sta. Bre. Bre. Fini._ Comments
£ Timekesper Hours Waorked Mon - Wk 1 09:00 12:15 13:00 16:30
() Training Hours Waorked Tue - Wk 1 09:00 12:15 13:00 16:30
Hours Waorked Wed - Wk 1 09:00 12:15 13:00 16:30
Hours Waorked Mon - Wk 2 09:00 12:15 13:00 16:30
Hours Worked Tue - Wk 2 09:00 12:15 13:00 16:30
Hours Worked Wed - Wk 2 09:00 12:15 13:00 16:30
Additional Allowance Claims o

Once a default TK form has been created, TK forms that are generated for future pay periods will be
created using the settings of the default TK form and will be given a status of Incomplete instead of
Empty, as shown below.

Timekeeper Forms  tew o
From To Process Prd End  Ruleset Code  Status Current

| 12/02/2011 25/02/2011 TKRO09 {}") Incomplete Current
29/01/2011 11/02/2011 117032011 TKRO09 Submitted
15/01/2011 28/01/2011 TKRO09 Empty
01/01/2011 14/01/2011 TKRO09 Empty
17/07/2010 30/07/2010 TKROO09 Empty

Prior to the submission date, you need only to check the TK form for the relevant pay period to
ensure the hours are a true reflection of those worked, then validate and submit the TK form for
processing.
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Steps Instruction — How to create and use a default Timekeeper form

Step 6 — | Existing TK forms that have a status of Empty will not automatically pick up the settings of the
Update | default TK form.
'(Ie')lgsfg?n% To update an existing Empty TK form to use the default settings, complete the following steps:

1. From the MyAurion tab, click the Home button to access the grids in the Home summary

panel on the left-hand side of the Home portal.

2. Access the Timekeeper Forms grid in the Home summary panel and select the TK form for
the relevant pay period. The details for the selected form display in the Timekeeper Form
Details detail panel on the right-hand side of the Home portal.

3. Click the Restart button provided at the top of the Timekeeper Form Details detail panel,
and click Yes in response to the confirm action prompt that displays. The settings from the
default TK form are applied, and the TK form is give a status of Incomplete.

In addition, the Raised Using field in the Timekeeper Form Details detail panel is updated to
Personal Default — indicating that the TK form has been populated with the settings of the
default TK form.

4. Prior to the submission date, you need only to check the TK form for the relevant pay period
to ensure the hours are a true reflection of those worked, then validate and submit the TK
form for processing.

MyAurion

MyAurion

m Personal Details Job Leave Pay & Banking TimeKeeper Training
LEE, Amy (2074924, Casual Administration, Uni of Qld At Museum Branch/Drct, St Lucia Campus) v | | Reselect v
Mail Inbox ~ tew o Timekeeper Form Details o
Show Form | Validate | Restart
Mail Sent o
Click the Show Form bution to enter the timesheet
Click the Submit form to send the completed timesheet to your supervisor.
My seuings - Mall & supeNiSOr 0 If you are experiencing any problems with your imesheet please contact your Admin/Finance
Officer via email
i Type Actual
Pay Advices o P
Timeframe Saturday 15 Jan 2011 through Friday 28 Jan 2011 inclusive
0 L Ruleset Casual General Staff Timesheet TKRO0S -
i Hew 3
From To Process Prd End  Ruleset Code  Status Current Error Message
12/02/2011 25/02/2011 11/03/2011 TKRO09 Submitted Current
Process Prd End
29/01/2011 11/02/2011 11/03/2011 TKRO09 Submitted
(A5i012011  28/01/2011 TKRO09 Incomplete [l bl Approved
01/01/2011 14/01/2011 TKRO09 Empty ﬁjpprover User
17/07/2010 30/07/2010 TKR009 Empty
@sed Using Personal Default )
Upcoming Training
Hours Worked o
User Guides
Payment Type Date Sta.. Bre... Bre. Fini... Comments
(> Navigation Hours Worked Mon 17th Jan 09:00 12:15 13:00 16:30
> (JLeave Hours Waorked Tue 18th Jan 09:00 12:15 13:00 16:30
(23 Eay Details Hours Waorked Wed 19thJan  09:00 1215 1300 1630
- Peroral Detsilz Hours Worked ~ Mon 24thJan  09:00 1215 1300  16:30
Mail
e~ Hours Worked ~ Tus25thJan 0300 1215 1300 1630
» () Timekeeper
7 Trainin Hours Worked Wed 26th Jan 09:00 12:15 13:00 16:30
Additional Allowance Claims o
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