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Important: There are periods when Payroll run compressed pay periods (e.g. during end of year closedown) .    

During these periods the timesheet submission and validation deadlines are brought forward and detailed here . 

The timesheet will default to the previous pay - period. It is possible to update a timesheet while it is in the status of 

Saved, Needs Approval, or Pushed Back.  Timesheets with the status of Approved can only be updated before it’s 

been paid.  

If you are working across multiple work schedules  ( e.g. casual Professional and casual Academic ) , you will need to 

submit one timesheet for each different work schedule. Each work schedule operates independently, so there is a 

separate approval and a separate pay process for each work schedule. 
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Click Previous 
Period or Next 
Period to view 

timesheets from 
different pay periods. 

If you are employed 
over multiple work 
schedules, you will 

see Previous 
Job/Next job 

displayed here so 
you can navigate 

between 
timesheets. 
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Procedure 

1. Log in to Staff Services Online (SSO) 

Click on the Timesheets tile and then click on the Timesheet tile to display the Timesheet Details: 

 
 

If you have only one work schedule, clicking Timesheet will 
open the timesheet. 

If you have multiple work schedule, you will then see a list of 
your work schedules. Click on the name of the work schedule 
(in blue) that you want to enter your hours into. 

 

2. Enter the times worked during the fortnight  

It is mandatory to enter a Start time and an End time; there is also the option to enter your break start and end time.  

• For a break of an hour or less: The Break and End Break fields should be used to enter the break.  
• For breaks greater than an hour: The + 
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3. Complete location field (only applicable to students) 

All casual professional staff who are students of the University are required to work in minimum three (3) 
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• If the timesheet validator does not approve the timesheet by Wednesday at 5pm, the timesheet will 
escalate to the next approver. 

• If the timesheet is approved after Thursday at 11:59pm, the payment will be made in the following pay 
cycle. 

• If a timesheet is pushed back by the timesheet validator, then you will need to amend the timesheet and re-
submit the whole timesheet for approval. 

 

Exceptions 

You will need to check for exceptions once you have submitted your timesheet. Exceptions can flag 
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