
1 of 6 
Employee Timesheets Guide V27.2 Nov 2019.docx 

If you have difficulties logging in to the Aston Staff Portal with your staff details, or 
have accidentally locked yourself out, contact astonstaffportal@aston.ac.uk in the 
first instance. 

Guidance for using the Aston Staff 
Portal is available on the landing 
page should you need it 

 

Employee Guide to submitting Online Timesheets through 
Aston Staff Portal  
 

Accessing the Aston Staff Portal 
 
 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 From the Aston homepage (www.aston.ac.uk), Click on the link in the top right hand 
corner for Staff and then select Staff Portal. 

 
 From the Aston Staff Portal landing page, click the picture of the login screen. 

 Enter your staff username and 
password in the Staff Portal login 
screen and click sign in. 

mailto:astonstaffportal@aston.ac.uk
http://www.aston.ac.uk/
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When you first log in to the Aston Staff Portal you will enter on the onboarding screen. You 
will come to this screen each time you log into Aston Staff Portal, until you have completed 
the onboarding checklist. This involves checking and adding to the personal information 
Aston University holds on you. 

Onboarding  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

 Click on the action buttons at the 
side of each step in turn and review 
or amend your details as 
appropriate. When you have saved 
any changes the status will turn to 
Completed.  

 When each onboarding step is 
completed, you will have a 
‘Complete Onboarding’ option 
at the bottom of the screen. 
Tick the box to say you have 
completed all items first.  
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The majority of casual workers are hourly paid and will need to submit a timesheet through the Aston Staff Portal for each week they 
work. In a small number of areas in the University, your manager will submit a timesheet on your behalf - check first with your manager 
to make sure this isn't the case for you. 
 

All timesheets that are approved by your manager by the 15th of the month, will be paid in the same month. You cannot be paid in advance for 
any casual work. The pay date for casual workers is the 26th of each month, or the last working day before the 26th if this falls on a weekend or 
a public / University holiday. Your payslip will be visible in the Staff Portal.  
 
More information and FAQs are available here: https://www2.aston.ac.uk/staff-public/hr/new-employees/casuals.  

If you work hours in excess of a visa restriction, the University must report you to 
UKVI as breaching the terms of your visa.   

 
You will not be paid for hours worked in excess of a visa restriction or for hours claimed for 
work carried out before a right to work check has been conducted.  Where you have been found 
to have worked hours in excess of a visa restriction on hours, any current casual arrangement 
will be terminated immediately and no further casual work at Aston will be permitted during that 

academic year. 

 

How to submit a timesheet for approval  
 
 
 
 
 

  

 From the Employee 
Dashboard, click on 
the Timesheets tab 
and then Add  

https://www2.aston.ac.uk/staff-public/hr/new-employees/casuals
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 Complete your electronic timesheet.  
 
You should use one timesheet for each week 
you have worked.  
 
a) Select the month that the work was done in. 
b) Select the appointment id (job) you wish 

to claim against 
c) Add the date and times worked on each 

line. Make sure that if you worked on one 
day but had a break that you enter this as 
two lines. The pay code for all work is 1310. 

 
The system will add the hours you have worked 
for the whole week 
 
d) Select your line manager for this 

appointment (if not already done).  
e) Tick the declaration and click Submit 

Timesheet.  
 

You will receive an email to your staff email 
account to confirm your timesheet has been 
submitted. You will also receive an email when 
your manager approves/rejects your timesheet. 
 
Emails are sent on the hour, every hour, so 
you may need to wait for confirmation 
emails. 
 
You can also save your claim if you are not 
ready to submit it and come back to it later.  
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Once you have submitted a claim, you will be 
able to view it in Portal in the Timesheets 
section.  
 
If you click the options button beside a claim 
you will get further options. What you can do 
will depend on your timesheet’s status:  
 
Saved. You have not sent this to your 
manager for approval yet. You will be able to 
edit your timesheet  
 
Submitted. You have sent this to your 
manager but they have not yet approved it. 
You will be able to un-submit your timesheet, 
make changes and then re-submit your 
timesheet for approval.  
 
Approved Line Manager. Your claim has 
been approved by your line manager and has 
gone to the department approver. You will not 
be able to make any changes.  
 
Sent to Payroll. Payroll have received your 
timesheet and are processing it. You will not 
be able to make any changes. 
 
Rejected. Your timesheet has been rejected 
by your line manager or payroll. You will 
receive an email to confirm the reason. You 
will need to amend and re-submit your 
timesheet.  
 
Paid. Your timesheet has been paid and you 
will be able to view your payslip in portal.  

Viewing your submitted timesheets  
 
 

 
 
 
 
 
 
 

 
 
 
 
 

  

You can use the filter 
button to filter the 
timesheets you see by 
certain criteria, e.g. 
dates. 

You can use the 
status drop down 
to view 
timesheets at a 
certain status 

You may have several pages of 
timesheets, use the navigation 
buttons to take you between screens. 
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How to re-submit a rejected timesheet for approval 
 
 

If you have a timesheet that is 
rejected for whatever reason, 
you will be sent an email 
concerning this.  
 
It is likely that you have made a 
small mistake on your timesheet 
and will need to correct this and 
then re-submit your timesheet for 
approval.  
 
1. Login to Portal and go to the 

Timesheets Tab 
 

2. Select the Timesheet that 
has been rejected and click 
on the actions button.  

 
3. Click Edit 
 
4. Check the rejection reason at 

the bottom of the claim and 
then  
 

5. Make any changes needed 
 

6. Submit your timesheet again. 
 

Your timesheet will now go 
through the approval process 
again.  


