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1. THE HIGHER DUTIES / SALARY FLEXIBILITY FORM 
 
Common Information 

For information regarding higher duties for Academic Staff please refer to the Higher Duties Allowance for 
Academic Staff Policy. For information regarding higher duties for Professional Staff please refer to the 
Higher Duties for Professional Staff Policy. For information regarding salary flexibility please refer to the 
Salary Flexibility Policy. 

 
This guide will be divided into the following sections: 

 

- Higher Duties for Professional Staff 
- Higher Duties for Academic Staff 
- Salary Flexibility 

 
The electronic form is divided into sections, and each section contains instructional material or guidance on 
questions in that section. Sections will require completion to be able to progress to the next page. This 
allows data entered in one section to be available in the next. Data is validated as you progress through the 
form and provides instant error feedback if you enter invalid data into a field. 

 
Preparation 

Before commencing the Higher Duties for Academic/Professional Staff section of the form obtain the 
relevant position information required to complete the form. One way to do this is to use the Org Chart 
feature in Staff Connect to browse to the position and record the position description. 

 
Raise the Form 
Log into Staff Connect. 
In the same way that a paper based form has the name of the staff member written at the top, the electronic 
form requires the same process. The way to identify which staff member the form is for is to click on the 
Staff Selector. 

 

https://policy.acu.edu.au/document/view.php?id=84
http://www.acu.edu.au/policy/175656
http://www.acu.edu.au/policy/175656
https://policy.acu.edu.au/document/view.php?id=85
http://www.acu.edu.au/policy/175710
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In the Change Employee screen the staff member can be found by either scrolling through the listed 
names or typing the name into the search field at the top of the screen. If typing the name of the staff 
member entering surname and then first name appears to provide the quickest search return. First name, 
surname does work as well. Click on the staff member’s name that the form is being raised for. 

 

 
The Staff Connect screen now displays: 

• the manager name in the top right hand corner 
• the selected staff member’s name in the body of the screen and 
• the Employee Selector icon has now changed colour to orange with an exclamation mark. 

 

To open the Higher Duties / Salary Flexibility (HDUTY.1) form click on Dashboard > My Forms 
 

 
In the My Forms screen double check that the staff members name is still present. 
Click the Add button. 
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In the Add form screen: 
1) note the name of the staff member you are submitting for, 
2) click the form search button and 
3) select Higher Duties / Salary Flexibility form and click the Next button. 

 

 
The Form Details are now displayed for the staff member. 

1) Please read all page INSTRUCTIONS before commencing the form. 
2) You can cancel a form at any time by using the Cancel button. 
3) You can print the current page at any time by using the Print button. 

 

 
Select the type of Higher Duties or Salary Flexibility by using the radio buttons at the bottom of the page. 
Note that red bordered fields are mandatory and in this instance at least one option must be selected. 

 

 
This guide now diverges depending on the selection chosen above. Click the hyperlinks below to go to the 
relevant section of the guide. 

 
- Higher Duties Professional Staff 
- Higher Duties Academic Staff 
- Salary Flexibility 

Note that at any time the form can be saved by clicking the Save button and returned to at a later time for 
finalisation. Clicking the Next or Previous buttons also automatically saves the form. 
To return to a saved form at a later time or to track where a form is up to in its workflow please read section 
5. Tracking Partially and Completed Forms 
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2. HIGHER DUTIES PROFESSIONAL STAFF 
 
General Information 
Please read the Common Information section above. It is strongly recommended that users of this form are 
familiar with the Higher Duties for Professional Staff Policy before completing. 

 
Completing the Form 
Select the PROFESSIONAL STAFF radio button, click Save and select Next. 

 

 
Review the staff member’s details and make sure they are currently correct. If they are incorrect then please 
contact P&C about correcting the detail before proceeding. 

 
Select the Organisational Unit that the staff member will be doing the Higher Duties in. 

Select the Position that the staff member will be doing the higher duties in. 

https://policy.acu.edu.au/document/view.php?id=85
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Click Save and then the Next button. 
1. Select the Higher Duties Movement Reason. 
2. Select the Date From which the higher duties is to commence from. 
3. If a contract expiry date is in place for the employee it will be displayed. 
4. Select the Date To for the higher duties. The duration must be in alignment with the requirements 

of the Higher Duties for Professional Staff Policy and before the Contract Expiry date of the staff 
member, if one is in place. 

5. The existing classification of the position will be displayed and cannot be changed. 
6. It can be changed or a HDA Percentage can be applied. 
7. Click the SUBMIT check box and click Save. 

 

 
The Submit button becomes visible and can now be clicked to move to the next step in the workflow. 
A custom message can also be added to the submission. Note that the form will be escalated in line with 
delegation of authority. 

 

 
The supervisor will now be returned to their My Forms page where they can either return to their 
Dashboard or log out. 

https://policy.acu.edu.au/document/view.php?id=85
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Form Sign Off 
The form recipient will receive a Mail notification on their My Task page under their Dashboard. 

 

 
There will also be a new Form under the Dashboard. 
To begin processing the form click the notification. 

 

 
After reviewing the details of the form the sign off manager can either check Approve and Save at the 
bottom of the form or the Return button at the top of the page if they require a change or more detail. 

 

 
The form can now be finalised by clicking the Finalise button at the bottom of the page. 
At any time the form can be saved by clicking the Save button and returned to at a later time for finalisation. 

 

 
The final Submit button can now be selected. 

 

 
The form continues in the above manner until sign off by a member of the Executive in line with delegation. 
After the final sign off the form will be received by P&C for processing. 

 
 
3. HIGHER DUTIES ACADEMIC STAFF 

 
General Information 
Please read the Common Information section above. It is strongly recommended that users of this form are 
familiar with the Higher Duties Allowance for Academic Staff Policy before completing. 

https://policy.acu.edu.au/document/view.php?id=84
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Completing the Form 
Read the Raise the form section above. 
Select the ACADEMIC STAFF radio button, click Save and select Next. 

 

 
Review the staff member’s details and make sure they are currently correct. If they are incorrect then please 
contact P&C about correcting the detail before proceeding. 

 
Select the Organisational Unit that the staff member will be doing the Higher Duties in. 

Select the Position that the staff member will be doing the higher duties in. 
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Click Save and then the Next button. 
1. Select the Higher Duties Movement Reason. 
2. Select the Date From which the higher duties is to commence from. 
3. If a contract expiry date is in place for the employee it will be displayed. 
4. Select the Date To for the higher duties. The duration must be in alignment with the requirements 

of the Higher Duties for Academics Policy and before the Contract Expiry date of the staff 
member, if one is in place. 

5. The existing classification of the position will be displayed but this is NOT what the HD will be paid 
at. It will be greyed out and unchangeable. 

 

 
In the Allowance section there are several options. Note that if the staff member wishes to elect to have the 
allowance paid into a Professional Pursuits Account, then the staff member will be required to complete the New 
Code Request Form with Finance and then provide the project code to P&C Payroll. Until the code is received by P&C 
the allowance will be paid as part of regular salary. 

 
Select the appropriate Higher Duties Allowance code. If Allowance Higher Duties Other has been selected then please 
provide a per annum amount. This will then require delegated approval at the Senior Executive level. 

 

https://policy.acu.edu.au/document/view.php?id=84
https://staffspace.acu.edu.au/teams/finance/Finance%20Forms/ACU-FIN-016.xlsx
https://staffspace.acu.edu.au/teams/finance/Finance%20Forms/ACU-FIN-016.xlsx
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In the Costing section the default costing can be left in place or updated. 
To update the costing click on the existing costing line. 

 

 
Change the values as required including the costing percentage if necessary. 

 

 
If the percentage is now less than 100 then an additional line of costing will need to be added by clicking the 
+ Add row button. Note that total percentage must equal 100% or an error will be generated. 

 

 
Click the new blank row and then complete the additional details. 

 

When the details on the page are complete click the Submit checkbox. Click Save and then Next. 
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The next approver will be visible and a message can be added. Click the Submit button and the form will be 
electronically sent. 

 

 
The user will now be returned to their My Forms page where they can either return to their Dashboard or 
log out. 

 
Form Sign Off 
The form recipient will receive a Mail notification on their My Task page under their Dashboard. 
A new form will also be present in My Tasks > Forms. The body of the form can be clicked to see the form 
detail. 

 

 
The form content should be checked for accuracy. The form can be Returned and a message sent back to the 
line manager if necessary. Otherwise check the Approve checkbox, click the Save button and click the 
Finalise button. 

 

 
The approver will now be returned to their Dashboard > My Tasks page in Staff Connect. 

The form is now received by P&C for processing. 



Staff Connect Online Forms User Guide Page 13 of 18  

4. SALARY FLEXABILITY 
 
General Information 
Please read the Common Information section above. It is strongly recommended that users of this form are 
familiar with the Salary Flexibility Policy before completing. 

 
Completing the Form 
Read the Raise the form section above. 

 
Select the SALARY FLEXIBILITY radio button, click Save and select Next. 

 

 
Review the staff member’s details and make sure they are currently correct. If they are incorrect then please 
contact P&C about correcting the detail before proceeding. 

 
Select the Date From which the Salary Flexibility is to commence from. 
If a contract expiry date is in place for the employee it will be displayed. 
Select the Date To. It must be before the expiry date of the staff member or an error message will be 
generated. 

 

 
Select the method of Salary Flexibility, either an Amount or a Percentage. 

 

https://policy.acu.edu.au/document/view.php?id=132
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If you select Percent then enter a percentage value to be paid over the duration between the date range 
selected above. The example below represents 10% of the difference between the staff member’s usual 
substantive rate and the rate paid for the higher grade. 

 

 
If you select Amount then enter a per annum dollar amount that will be apportioned over the date range 
selected above. The example below represents $10,000. For the sake of abundant clarity if you selected 
$10000 per annum and had a date range of six months then $5000 in total would be paid in equal 
instalments over the six months. 

 

 
Click Save and then Next 

 

 
The New FTE Annual Salary will be displayed. 
Check the SUBMIT checkbox and click the Save button. 
The Submit button will then be displayed and can be clicked. 
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The next recipient will be displayed and a message can be added to the form. 
Click the Submit button. 

 

 
The user will now be returned to their My Forms page where they can either return to their Dashboard or 
log out. 

 
Form Sign Off 
The next form recipient will receive a Mail notification on their My Task page under their Dashboard. 
A new form will also be present in My Tasks > Forms. The body of the form can be clicked to see the form 
detail. 

 

 
The form content should be checked. The form can be Returned and a message sent back to the line 
manager if necessary. Otherwise check the Approve checkbox and click the Save button clicked. 
The Finalise button then becomes available and can be clicked. 

 

 
The final authorising recipient will now be displayed. A message can be added. 
Click the Submit button. 

 

 
The user will now be returned to their My Forms page where they can either return to their Dashboard or 
log out. 
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Form Senior Executive Sign Off 
Salary Flexibility requires Senior Executive sign off as defined in the Delegation of Authority Policy and 
Register. 

 
The form recipient will receive a Mail notification on their My Task page under their Dashboard. 
A new form will also be present in My Tasks > Forms. The body of the form can be clicked to see the form 
detail. 

 

 
The form content should be checked. 
The form can be Returned and a message sent back to the line manager if necessary. 
Otherwise check the Approve checkbox and click the Save button. 
The Finalise button then becomes available and can be clicked. 

 

Click the Submit button. 
 

 
The approver will now be returned to their Dashboard > My Tasks page in Staff Connect. 

The form is now received by P&C for processing. 
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5. TRACKING PARTIALLY AND COMPLETED FORMS 
 
Ensuring the Form is Saved at each Step 
At any time during form completion you can click the Save button. This will ensure if the form is not 
complete at any given time it is saved for future editing. Clicking the Next or Previous buttons also takes a 
snapshot save of the form at that point in time. If a Save has been taken then the user can safely log out of 
Staff Connect and resume the form completion at a later time. 

 
Returning to a Saved Form 
Log into Staff Connect. 

1) Select the Dashboard menu 
2) select My Forms, 
3) click on Pending (it is the default selected) 
4) any form in progress is available to be chosen 

 

 

 
Checking the Progress of Forms (Workflow) 
As per the above screen shot select the: 

1) All filter next to the Pending filter. 
2) The Pending or sent forms will be displayed 

 

To check the status of a sent form click on it. 
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The status of the form can be checked by: 
1) reading the informational at the top of the form and 
2) clicking on the Summary link. 

 

 
The Summary of the form provides a Workflow Tracking feature with date and time stamps. 

 

 
Exit the Summary by clicking on the Dashboard and My Forms menu. 

Document end 
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