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Employment Details 

 
Overview 
 
The Employment Details folder provides access to your occupancy 
information.  You can access this information at anytime to view your 
occupancy details. 
 
To access your Employment Details login to StaffOnline and open the 
Employment Details folder. 
 

 
 
 
Notes 
 
The HRIS (Human Resources Information System) holds occupancy 
information in layers.  When changes are made to occupancies a new layer is 
added to the occupancy record. 
 
You may notice occasionally that PMD will make changes to your occupancy 
that will take effect at a future date.  This future date will be the top layer but 
this layer will not be in use until the start date of the layer.  In this case to view 
your current occupancy information you would view the previous layer. 
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Occupancy 
 
To view occupancy details click on the Employment Details folder then select 
Occupancy. 
 
1. A search screen is displayed.  You can decide what time period you 

would like to view occupancy details for.  Click on the Show 
Occupancy button. 

  
 
2. The occupancy layers are shown in date order. 

 
  
 
3. Select the layer you wish to view and click on the Active From date 

link.  This will show you further details of that occupancy layer. 
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Roster 
 
To view your current Roster click on the Employment Details folder to open 
and click on Roster. 
 
 
1. Select the enquiry date and the period of the enquiry (days) and click 

on the Find button. 

  
 
2. In the example provided, you will see this person had a roster change 

during the period selected. 

 
 
 
3. If you should be on a roster and you are not or you believe you have 

the wrong roster assigned to you, please email salaries@cdu.edu.au 
with the details and we will follow up with you. 
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