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General Information
The Casual Hire system has been created to allow the creation of casual contracts to be
processed at school/administration level.
This system is only for the creation of new casual appointments. It is not for the continuation/extension of
existing appointments – the latter is managed through the HR Processing via the Web system.
When using the system please ensure that you use the buttons, and links on the horizontal navigation bar,
also referred to as breadcrumbs, not the back button on the browser.
There are three types of access that can be granted: Creator, Preliminary Approver and Final Approver.
Creator has the ability to create new vacancies
Preliminary Approver has the ability to approve vacancies
Final Approver has the ability to approve vacancies and applicants
One person cannot have both Creator and Approver access to the same school
Please note that as a security measure if the computer is left idle for 20 minutes, you will need to log in
again. When you have completed each session, please log out as described on page 11.
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Login to Casual Hire
Step 1: Choose the ‘Online Casual Contracts’ option from the HR systems dropdown on the HR home
page (www.hr.uwa.edu.au)

Step 2: Enter your staff number and Pheme password then click Login.
Step 3: In the Applications, select Casual Hire.

You will then be taken to the following screen:

Please note: The above image shows the Creator’s screen.
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Create New Vacancy – Professional Staff
Step 1: Once you have successfully navigated to Casual Hire you will need to click on Create New
Vacancy.

Step 2: Complete the Position Information for the vacancy you wish to create. Any items with a red asterisk
are mandatory fields that need to be completed. Clicking on any labels that are underlined provides
additional help information.

Please note: You will only be able to create casual contracts for positions within the School/Dept to which
you have been granted access.
Step 3: Once you have chosen the Award of Prof & General you will be asked to select the Level, Step,
Proposed Job Title (from a predetermined approved list) and Position number. The list within Position
number shows available casual positions within your department. Once completed, click on Next.
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Step 4: Click on Add GL Account.

Step 5: Enter the GL information that the employee will be paid from.
Please note: The GL account information you enter on this page will be used as the default account(s) for
salary payments to the appointee(s). It can, however, be overridden if required when timesheets are
submitted.
To delete a GL entry tick
the box then click Delete

Click on Add GL Account
for additional rows if the
salary is to be split.

Enter the percentage of
the salary that is to be
charged to that account.

Click on the up arrow to
bring up the Search box

Please note: The GL search will provide a list of salary GLs for the nominated BU. You may also
manually enter a valid 28 digit GL for another BU if required.
Once you have entered the GL details, click on Next. You will be taken to the Appointee(s) screen.
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Step 6: Click on Add Person and enter the name(s) and email address(es) for the person(s) you would like
to employ for this vacancy (one per row). Once this vacancy has been approved, an email will be sent to
the nominated address(es) providing a link to a web page that will enable that person to enter their
personal details.
Please note: First Name and Surname should be the official names displayed on their driver's licence,
passport etc.
The Employee# and Preferred Name fields are not mandatory.
You can upload an attachment to the email that is sent to the applicants. It will be in addition to the
standard HR attachments.

To delete a person tick the
box and click on Delete

Once you have entered the details for the person(s) click on Next.
Step 7: You will be required to provide confirmation of the listed statements before the vacancy is created.
Once you have confirmed that the information is correct an email will be sent to Preliminary (if exists) and
Final Approver(s) requesting their approval to finalise the vacancy and invite prospective appointees to
apply.
A list of staff who may provide approvals for the vacancy is listed here.
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Step 8: Once you have clicked on Confirm you will be taken back to the Vacancies and Applicants screen
where you can see the status of your vacancy and the details of the applicants (once available). If multiple
Approvers are ascribed for a School, they will each receive all email notifications

Until such time as the vacancy has been approved, you may make changes to the vacancy by
clicking on its link.
Once a vacancy has been approved, no further changes can be made. You can, however, copy an
approved vacancy to use as the basis of a new vacancy – see Copying a Vacancy.
Clicking on the Cancel button at any time will also return you to this screen and will save a partially
created vacancy, provided you have progressed past the Create Contract page – any unsaved
changes from the current page will be lost.
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Create New Vacancy – Academic Staff
Step 1: Once you have successfully navigated to Casual Hire you will need to click on Create New
Vacancy.

Step 2: Complete the Position Information for the vacancy you wish to create. Any items with a red asterisk
are mandatory fields that need to be completed. Clicking on any labels that are underlined provides
additional help information.

Please note: You will only be able to create casual contracts for positions within the School/Dept to which
you have been granted access.
Step 3: Once you have chosen the Award of Academic you will be asked to select the Proposed Job Title
(from a predetermined approved list) and the Position number. The list within Position number shows
available casual positions within your department. You will then be required to enter the Unit No/Research
PG, Unit Name/Project Title, Co-ord/Supervisor and the Extension number.
Once completed, click on Next.
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Step 4: Enter the teaching duties in Academic Details.

Click on Add Duty to add additional duties for the role. Once you have entered all of the information, click
on Next.
Please note: You will need one new row for every Paycode.
Step 5: Click on Add GL Account.

Step 6 : Enter the GL information that the employee will be paid from.
Please note: The GL account information you enter on this page will be used as the default account(s) for
salary payments to the appointee(s). It can, however, be overridden if required when timesheets are
submitted.
To delete a GL entry tick
the box then click Delete

Click on Add GL Account
for additional rows if the
salary is to be split.

Enter the percentage of
the salary that is to be
charged to that account.

Click on the up arrow to
bring up the Search box

Please note: The GL search will provide a list of salary GLs for the nominated BU. You may also
manually enter a valid 28 digit GL for another BU if required.
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Once you have entered the GL details, click on Next. You will be taken to the Appointee(s) screen.

Step 7: Click on Add Person and enter the name(s) and email address(es) for the person(s) you would like
to employ for this vacancy (one per row). Once this vacancy has been approved, an email will be sent to
the nominated address(es) providing a link to a web page that will enable that person to enter their
personal details.
Please note: First Name and Surname should be the official names displayed on their driver's licence,
passport etc.
The Employee# and Preferred Name fields are not mandatory.
You can upload an attachment to the email that is sent to the applicants. It will be in addition to the
standard HR attachments.
To delete a person tick the
box and click on Delete

Once you have entered the details for the person(s) click on Next.
Step 8: You will be required to provide confirmation of the listed statements before the vacancy is created.
Once you have confirmed that the information is correct an email will be sent to Preliminary (if exists) and
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Final Approver(s) requesting their approval to finalise the vacancy and invite prospective appointees to
apply.
An email will also be sent to the Unit Co-ordinators/Supervisors advising them that a vacancy has been
created for which they have been nominated (to be a Unit Co-ordinator/Supervisor).
A list of staff who may provide approvals for the vacancy is listed here.

Step 9: Once you have clicked on Confirm you will be taken back to the Vacancies and Applicants screen
where you can see the status of your vacancy and the details of the applicants (once the applicant(s)
submit their application).

Until such time as the vacancy has been approved, you may make changes to the vacancy by
clicking on its link.
Once a vacancy has been approved, no further changes can be made. You can, however, copy an
approved vacancy to use as the basis of a new vacancy – see Copying a Vacancy.
Clicking on the Cancel button at any time will also return you to this screen and will save a partially
created vacancy, provided you have progressed past the Create Contract page – any unsaved
changes from the current page will be lost.
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Copying a Vacancy
Step 1: Once you have successfully navigated to Casual Hire you will need to click on the form name of
the vacancy you wish to copy.

The Copy function can be used to copy a previously approved or rejected vacancy.
Step 2: You will be given the details of the vacancy. If it was previously rejected there will be a note in red
on the Position Information page.
Click on Copy.

Step 3: You will get a message pop up stating that you are about to create a new copy of the vacancy.
Everything except attachments and applicants will be copied.
Click OK to proceed.
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Step 4: The Casual Hire screen will now have the copied vacancy with the status of Draft. Click on the form
name of the copied vacancy to proceed.

Step 5: You will be taken through the steps to create the vacancy. The fields will contain the information
from the vacancy.
Please note: Check the details as you progress to ensure that they are current and correct.
Click Next until you get to the Appointee(s) screen.
Step 6: Click on Add Person and enter the name(s) and email address(es) for the person(s) you would like
to employ for this vacancy. Once this vacancy has been approved, an email will be sent to the nominated
address(es) providing a link to a web page that will enable that person to enter their personal details.
Please note: First Name and Surname should be the official names displayed on their driver's licence,
passport etc.
The Employee# is not mandatory.
You can upload an attachment to the email that is sent to the applicants. It will be in addition to the
standard HR attachments.

To delete a person tick the
box and click on Delete

Once you have entered the details for the person(s) click on Next.
Step 7: You will be required to provide confirmation of the listed statements before the vacancy is created.
Once you have confirmed that the information is correct an email will be sent to Preliminary (if exists) and
Final Approver(s) requesting their approval to finalise the vacancy and invite prospective appointees to
apply.
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A list of staff who may provide approvals for the vacancy is listed here.

Step 8: Once you have clicked on Confirm you will be taken back to the Vacancies and Applicants screen
where you can see the status of your vacancy and the details of the applicants (once available).
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Confirming Applicant Eligibility
The Creator, Preliminary Approver and Final Approver can all confirm an applicant’s eligibility to work UWA.
However, only the Final Approver can approve the actual appointment of an applicant. Note: The following
procedure demonstrates how eligibility is confirmed by Creators and Preliminary Approvers.
Step 1: Click on the icon (after the status) of the applicant you wish to action.

Click to action

Step 2: You will be taken to the Confirmations and Approval screen. Here you are required to review the
documentation uploaded by the applicant by clicking on the document’s View link. If you are satisfied that
eligibility to work at UWA for the duration of the appointment has been proven, click on the Eligibility
Confirmed button. If you need guidance on determining eligibility, please contact the HR Recruitment team
for your Faculty/School.

Click to confirm
eligibility
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Step 3: The status of the applicant will now read Awaiting final approval (eligibility confirmed). Clicking
on the icon (after the status) will bring up the details of who approved it and when.

Details of who
approved and
when

Step 4: It is now up to the Final Approver to approve the applicant.
Note: Instructions for Final Approvers on confirming work eligibility can be found in Step 3 in the ‘Final
Approvers Only – Approving Applicants’ section.
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Approvers - Approving Vacancies
Once you have successfully navigated to Casual Hire you will be able to see the Vacancies and Applicants.
IMPORTANT: Approvers can only approve vacancies, they cannot create a new vacancy.
Step 1: Click on Approve of the vacancy you wish to action.

Please note: You can also access the vacancy details via the form name, but approval can only be one via
the Approve link as shown above.
Step 2: You will see one of the following screens:
Professional:

Academic:
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Click on Approve to proceed.
Please note: By clicking the Approve button, you are formally approving the creation of the above job
opportunity. It will also send an invitation to the prospective applicant(s) inviting them to apply.
When clicking Approve you will get the following:

Click OK to proceed or Cancel to return to the Vacancy Approval screen.
Step 3: Once a vacancy has been approved the status will change to Invitation(s) Emailed and it will also
show you how many applicants have responded to the invitation and how many you have sent.

Please note: For all academic vacancies, the Unit Coordinator(s)/Supervisor(s) receive an email
notification upon the creation of a vacancy. It is for their information only.
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Approvers - Rejecting Vacancies
Step 1: Once you have successfully navigated to Casual Hire you will be able to see the Vacancies and
Applicants.
IMPORTANT: Approvers can only approve vacancies, they cannot create a new vacancy.

Step 2: Click on Approve of the vacancy you wish to action.

Step 3: You will see one of the following screens:
Professional:

Academic:
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Click on Reject to proceed.
Please note: By clicking the Approve button, you are formally approving the creation of the above job
opportunity. It will also send an invitation to the prospective applicant(s) inviting them to apply.
When clicking Reject you will get the following:

Click OK to proceed or Cancel to return to the Vacancy Approval screen.
Step 4: Once a vacancy has been rejected the status will change to Approval Rejected.

An email will be sent to the Creator advising that the vacancy has been rejected.
Please note: Once a vacancy has been rejected it cannot be reversed. However, a Creator within the
department is able to copy the rejected vacancy, make any necessary changes and resubmit.
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Final Approvers Only – Approving Applicants
Once an applicant has submitted their details online, the Approvers will receive an email and the applicant
will show up on the Casual Hire.
Number of applicants
and responses

List of all applicants that
have responded

Please note: Each vacancy will be given a reference so that if you have more than one with the same title
you can easily match the applicants to the correct vacancy.
Step 1: Click on the icon (after the status) of the applicant you wish to action.

Click to action

Step 2: You will be taken to the Confirmations and Approval screen. Here you are required to review the
Applicant Information and Approve or Reject the applicant.
Role information is provided as well a box for comments should you wish to add any.
The comments area is only available to Final Approvers and can be used to record any specific notes
related to the applicant.
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Step 3:
If Eligibility to work at UWA has not been confirmed:
Review the documentation uploaded by the applicant by clicking on the document’s View link. The Final
Approver is responsible for verifying the applicant’s eligibility to work at UWA if it hasn’t already been
verified by the Creator or Preliminary Approver. Note: If eligibility has not yet been confirmed, the ‘Eligibility
to work’ status will be ‘Awaiting confirmation’ and the final approval statements will include an additional
statement (in red) relating to eligibility.
If you need guidance about how to determine eligibility, please contact the HR Recruitment team for your
Faculty/School.
Read through the Final Approval statements and click on Approved or Rejected. You will get a message
pop up asking you to confirm the action.
Click OK to proceed with the Approval/Rejection or click Cancel to abort.
You will then be taken to the Casual Hire screen where the status of the applicant will change to Approved
(pending contract issue).
By clicking Approved, you are agreeing to all of the statements and instructing HR to issue an employment
contract to the applicant. When HR processes the employment contract, a copy will be emailed to the
applicant and the vacancy Creator. Once that is done, the applicant can be paid on submission of
timesheets.
If Eligibility to work at UWA has been confirmed:
If eligibility has been confirmed, the ‘Eligibility to work’ status will reflect who confirmed eligibility, and when.
Optional: Review the documentation uploaded by the applicant by clicking on the document’s View link.
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Read through the Final Approval statements and click on Approved or Rejected. You will get a message
pop up asking you to confirm the action.
Click OK to proceed with the Approval/Rejection or click Cancel to abort.
You will then be taken to the Casual Hire screen where the status of the applicant will change to Approved
(pending contract issue).
By clicking Approved, you are agreeing to all of the statements and instructing HR to issue an employment
contract to the applicant. When HR issues the employment contract, a copy will be emailed to the applicant
and the vacancy Creator. Once that is done, the applicant can be paid on submission of timesheets.
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Exit Casual Hire
In the top right hand corner there are two options.
UWA HR Portal: This will take you to the initial login page and give you the option of accessing Web
Reports (if you have access to the application).
Logout: This will log you out completely.
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