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Setting Up Bi-weekly Schedules for Employees 

Purpose 

This page allows you to set up bi-weekly schedules for employees.  If a schedule 
does not exist for an employee, the standard hours will be allocated evenly 
across the two-week pay period.  You can enter the hours an employee actually 
works, such as a nine-day modified work week, in a normal two-week period. 
These changes will be reflected in the timesheets the next time they are 
generated. 

Example 

 

To find schedules for your employees you must key in at least one field on the 
Search page.  If you select Employee under Personal Status, you will see a list 
of all of the employees in your department.  You can also select the employee's 
schedule by keying in either their EmplID or their Last Name. 
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If you select all employees in your department, you will see a page similar to the 
one below. 

 

You can sort the list that is returned by clicking on the column header you wish 
to sort by.  For example, if you want the list sorted in employee ID order, click 
on . 

Select the employee you wish to set a schedule up for by clicking on their record. 
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This brings you to the Bi-Weekly Schedule tab.  Here you will see the 
employee's Name, whether they are classified as an Employee or Non-Employee, 
their EmplID and the Empl Rcd#. 

Beneath that, in the Effective As Of box, you will find the *Date, which is when 
this record comes into effect, the employee's Status, DeptID and description, 
their Job Code and description, their Position and description, employee Type, 
and the employee's Standard Hrs. 

In the Scheduled Hours box, you will see the days of the week in the pay 
period split out by day of the week over two weeks.  This is where you will enter 
the scheduled hours per day. 

There are some navigation tools located at the bottom of the page. 

Clicking on  takes you back to your search results, so that you can 

select another employee.  will take you to either the 
previous employee's record or the next employee's record. 

The  button is used in workflow and is for future implementation. 

The  button retrieves the information again from the database. 
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As you can see there is no schedule yet set up for Jane Dough.  All of the hours 
are zero. 

To create a schedule that reflects her actual work week, enter the actual hours 
worked in a regular pay period for this employee.  The hours must be entered in 
decimal format.  Ensure that the *Date field is filled in with a date that will be 
valid for the beginning of the next pay period. 

 

The hours you key in for the employee must add up to the standard hours on the 
employee's job record which displays on the page in the field Standard Hrs.  In 
the case of Jane Dough, her standard hours are 70 hours bi-weekly.  Sometimes 
the rounding of decimals means that one day needs to be adjusted to add to the 
standards hours.  For example, for a nine-day bi-weekly schedule, enter eight 
days at 7.78 hours and one day at 7.76 hours.  Press the  button to save 
your changes. 
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If the hours you key in do not add up to the standard hours, you will see the 
following message: 

 

Click  to return to the page and make the necessary correction. 
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Conversion Chart 

Below is a chart showing the conversion of minutes to decimals for your 
convenience: 

 

If the standard bi-weekly hours need correcting for CUPE, Poly Party and APSA 
employees, phone Human Resources at 604-291-3237. 

If the standard bi-weekly hours need correction for Research and other 
employees, phone Payroll at 604-268-6567. 

If an employees schedule changes, the best practice is to insert a new effective 
dated row.  To insert a future dated row, access the employee's bi-weekly 
schedule. 
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If you click on the  displayed in the top right hand corner, the system will add 
a new row. 

Change the *Date field to the appropriate future date when this schedule 
change is to take place.  Key in the new scheduled hours that are applicable and 
then press the  button. 

 

You will notice that it now says   in the top right hand corner.  The 
system has inserted another row.   The data on this new row is identical to the 
existing row.  You can use the arrows to navigate between effective dated 
records. 

If you click on   it will shows all effective dated records, one below the 
other. 

If you click on  it will take you to the earliest effective dated row. 

If you need to make a correction to the existing schedule, access the employee's 

bi-weekly schedule.  Click on the  button. 



              Financial Services  

 

     -  10 -  
  

 

 

This makes the page available for editing.  Key in the correct schedule for the 
appropriate days and click the  button. 



              Financial Services  

 

     -  11 -  
  

 

Working with Timesheets 

Purpose 

The timesheet module allows online entry of time worked during the current pay 
period and entry of prior pay period adjustments.  The timesheets for the 
following pay period will normally be generated on the Monday of the current pay 
week.  Salaried time is submitted for two weeks ending two weeks prior to the 
pay deposit date, and hourly time is submitted for two weeks ending one week 
prior to the pay deposit date, same as in legacy.  Deadline for submission of the 
timesheets is 10:00 a.m. on Monday of the pay week.  At that time, Payroll will 
take all timesheet entries that are checked as approved and process them 
through Payroll. 

Authority and Responsibility 

For staff hired through Human Resources, the person responsible for timesheet 
entries is the evaluating supervisor.  However, the task of entry and approval 
can be delegated to a timesheet recorder. 

For Research staff, responsibility for timesheet entry and submission is the fiscal 
signing authority.  However, the task of entry and approval can be delegated to a 
timesheet recorder.  Salaried Research staff will not have a timesheet created for 
them, and neither will faculty. 

Timesheet recorders themselves need to be actively paid from the SFU payroll 
system and should be continuing employees.  Timesheet recorders may enter 
and approve their own timesheets, if so authorized by their evaluating 
supervisors. 

Evaluating supervisors are timesheet recorders by default so that entries may be 
reviewed. 
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How Timesheets Work 

• Timesheets will be created bi-weekly  
• Timesheets are separated into hourly and salaried  
• Timesheet hours are based on the default work schedule set up for each 

employee (these can be changed by the timekeeper to more accurately 
reflect the employee's bi-weekly standard hours).  See Setting Up 
Schedules.  

• Hours are keyed in using decimal format, versus hours and minutes  
• Hours over and above the standard hours can be entered on the 

timesheets  
• Shift differentials must be recorded separately from regular time  
• Entries can be made for the current pay period and prior pay period, but 

not for future pay periods  
• Timesheet codes have been converted to numbers but earning code 

descriptions remain the same  
• Salaried timesheets don't require approval.  Time entries are only required 

for changes (sick, vacation, lump, etc.)  
• Hourly timesheets must be approved for employees to get paid  
• Designated timekeepers will have access to everyone in their department  
• Only employees who have been hired into the system before the 

timesheets get created will appear in the timesheets  
• Account codes need to be entered in for temp pool employees  

Example 

To access the timesheets for your department, drill down to the Timesheet link 
by first clicking on North American Payroll, then Payroll Processing CAN, 
and then Manage Timesheets. 
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Once you click on the - Timesheet link, you will be presented with a search 
dialogue box to access the timesheets. 

 

The search dialogue box defaults in with the Company and Time Sheet Status 

fields filled in.  If you click on the  button, a page will be displayed that 
allows you to access either the hourly or salaried timesheets. 
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To access timesheets prior to the current pay period, you can specify Time Sheet 
Closed in the Time Sheet Status field.  Timesheets will only exist in myINFO 
from the June 25th, 2004 pay date and forward. 

Search Page 

 

Access either the hourly or salaried timesheets by clicking on any of the fields. 
 The hourly timesheets are indicated by HR under Pay Group and salaried 
timesheets by SL. 
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This brings you to the Timesheet Summary tab.  You will notice that there are 
two tabs contained within the Timesheet Summary tab:  one tab for 
Employee, which is currently displayed, and one tab for Info.  See Info Tab. 
 The  button will provide a consolidated view of both the Employee and Info 
tabs.  See Consolidated View. 

You will find a lot of useful information in the Timesheet Summary box such as 
the Reporting Begin and End Date, the Pay Check Date, the Pay Group, the 
Time Sheet Status, and Date Due.  The Date Due is when all timesheets must 
be updated:  at 10:00 a.m., they become read-only for timekeepers. See Due 
Date. 

Within the Employee tab, you will find a list of all active employees for that pay 
group who were in myINFO when timesheets were created.  For each employee 
you will see their Employee ID, Name and Empl Rcd and Position Title. 

Employees with more than one Empl Rcd in a paygroup will display once for 
each Empl Rcd. 

You will also see fields for Total Hours, Reg Hours, and Other Hours.  Total 
Hours is the sum of all Reg Hrs and Other Hrs entered for the currently pay 
period.  Reg Hrs consist of Regular, Vacation, Sick, etc.  Other Hrs consist of 
Evening Differential, Overtime, Shift Premiums, and Meal Allowance, for 
example. 

The Approve Hours? field is checked on for salaried employees when the 
timesheets are created.  This means that if there are no changes to the time for 
salaried employees you do not have to go in and approve their time.  They will 
automatically get paid. 

For hourly employees, the Approve Hours? field is not checked on for any 
employees when the timesheets are created.  For hourly staff, you will need to 
go in and approve their hours to ensure they get paid even though they may be 
working the hours that default in from their schedule. 

The link for Enter Time takes you to the daily time details for the employee 
where you can enter their time for this pay period or prior pay period 
adjustments.  See Enter Time. 

Clicking on the  button will add a new employee.  See Adding A New 
Employee.  Clicking on the  button will delete the employee from the 
timesheet for this pay period.  It will not affect any of the employee's HR or 
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Payroll data and they will appear in the next pay period's timesheets unless 
changes are done through HR or Payroll. 

There are some navigational tools located in the blue border next to Bi-weekly 
Time And Absence Record. If you click on  and key in part of a Name or 
Position Title, the system will locate the record (if it exists) and place the 
cursor in that row. 

If you have quite a lot of people in your department you can click on  to 
have them all display.  You can then either Page Down or scroll through the 
entire list. 

On the far right, you will see .  This tells you how many records 
are currently displayed. 

Clicking the  button will download the current information to an Excel 
spreadsheet.  This can be used on the Info tab also. 

At the bottom of the page are other page navigation tools.  You should press the 
 button after you have finished making data entries to save the data. 

Pressing the  button will return you to the original search you did 
when searching for timesheets in your department. See Search Page. 

The  buttons will switch you between the hourly and salaried 
timesheets identified in your original search. 

The  button is part of workflow which is for future implementation. 

The  button will retrieve the information once again from the database. 
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Clicking the  under the Total Hrs takes you to a page that displays 
Summarized Hours by Earnings Code for that employee.  

Summarized Hours by Earnings Code 

  

Click on the  button to go back to the Timesheet Summary tab. 
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Info Tab 

Click on the Info tab to see more relevant information on the employees. 

 

This tab shows you the employee's Name, Std Hours, Position, Department, 
Empl Type, Reg/Temp, and Full/Part Time.  The data on this page can be 
sorted by clicking on any one of the field headings. 

Note that you can also insert and delete employees from the timesheets on this 
page by clicking the  button to add an employee who is not on the timesheets 
and the  button to delete an employee. See Adding A New Employee. 
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Consolidated View 

A view of consolidated data is displayed by clicking on the  button. 

 

This will display the information from the Employee tab and the Info tab into 
one.  You will need to use your cursor to scroll over all the way to the right.  To 
return to the Timesheet Summary/Employee tab, click on the  button. 
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Adding a New Employee 

There may be cases where a new employee has been hired since the timesheets 
were created for the pay period. 

The timekeeping groups are refreshed every evening, so if an employee is 
processed in the system on a Tuesday, they will be available for entry on your 
timesheet on Wednesday morning. 

If you cannot wait till the next morning and you know the employee has been 
just been hired into myINFO, you can add them into the timesheet by clicking on 
the  button. 

 

A blank row will appear after you click the .  Click on the button to access 
the employees tied to this department for timesheets for this paygroup. 

 



              Financial Services  

 

     -  21 -  
  

 

 

Example 

Jennifer Dough has been hired as a new employee.  Select her from the list to 
add her into the timesheets. 
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Jennifer Dough's timesheet now appears with the rest of the department and is 
available for entering her time.  When you add someone in manually to the 
timesheets, don't forget to check the Approve Hours? box. 
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Entering Time for an Employee 

To enter time for an employee you select the Enter Time link for that employee 
on the Timesheet Summary/Employee tab. 

 

Within the Timesheet Detail tab you will see two additional tabs.  The 
Timesheet tab is the default tab and the TempPool Processing tab is used to 
enter details for temp pool employees.  See Temp Pool Employees. 

In the top box you will see the same information that displays for the Timesheet 
Summary tab:  Reporting Begin and End Date, the Pay Check Date, the 
Pay Group, the Time Sheet Status, and Due Date.  See Due Date. 

In addition, in the box Employee Bi-weekly Time and Absence Record you 
will see the employees' EmplID and Name, Dept and department description, 
Position and position description, Empl Rcd, Job Code and job code 
description. 
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There is also a link to View Total Hours.  See Summarized Hours by Earnings 
Code. 

In the Timesheet tab under Time Reporting Period Daily Detail, you will see 
the *Work Day, Date, *Earn Code, Hours, and earnings code description for 
each day in the pay period.  The fields with asterisks are required fields.  The 
Date is displayed for your convenience so that you can see which day of the 
week this entry is for.   

You can only enter hours-related earnings through the timesheets.  Amounts-
only earnings codes are processed by the Payroll department. 

You can enter time that totals more than the employee's standard hours if they 
have worked extra hours. 

Clicking on the  button will bring up a graphical calendar which you can select 
dates from.  The  and  buttons are used to add new earnings detail records 
or delete existing detail records. 

You can toggle back to the Timesheet Summary tab either by clicking on the 
tab or by clicking on the Timesheet Summary link you see at the bottom of the 
page. 

Don't forget to record unpaid time that affects seniority.  These unpaid earnings 
need to be processed through Payroll in order to update the seniority accruals. 
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To change one of the days to Sick status, simply place your cursor in the Earn 
Code field for the day concerned.  

 

If you know the earnings code, you can simply type it in.  Once you press  

or  the correct earnings code description will appear. 

If you do not know the earnings code, click on the button to display a list of all 
of the earnings codes. 
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You will see from this list that although the earnings codes have changed, 
descriptions have remained the same for ease of use.  To select a specific 
earnings code click on one of the fields in the line for that earnings code.  To see 
the translations for the short descriptions for the Earn Codes, see Summary of 
Timesheet Code Descriptions. 

Click on the Earn Code that's appropriate and you will then be returned to the 
Timesheet Detail/Timesheet tab.  Key in the Hours for the Earn Code. 
 Remember that Hours are now keyed in in decimals.  See Conversion Chart. 
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If you need to enter in another earnings code for the same Work Day, simply 
add another row and key in the appropriate Earn Code and Hours. 

In myINFO, Shift Differentials is an earnings code, not a sub code to an earnings 
code.  This means that shift differentials are processed as separate timesheet 
entries from regular time or other timesheet entries. 

Remember to click   if you have made updates to any time entries. 

To enter any additional time, such as overtime, shift differentials, etc. click on 
the  button.  The key in the *Earn Code and the Hours and then click the  

  button. 
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Entering Prior Pay Period Adjustments 

Prior pay period adjustments are now done through the online timesheets rather 
than submitting a paper errata form. 

To enter a prior period adjustment that was missed in a prior pay period, click on 
the  button to add a new row. 

 

Key in the appropriate Work Day for the prior period adjustment, along with the 
Earn Code and Hours.   

A warning message will display alerting you that you are keying in a row prior to 
the pay period. 
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Click the  button. 

In the case where you are changing an entry that has already been submitted, 
e.g. Regular should have been Sick or Vacation, you should make an entry to 
reverse out the regular earnings for that day in addition to making an entry to 
change it to Sick or Vacation. 

 

Key in the appropriate Work Day, Earn Code and Hours.  In this case, -7.00 
hours should be keyed in for Regular. 

Click on the  button to save your changes. 

Due Date 

Timesheets are due by 10:00 a.m. on the Monday before the Pay Check Date. 
 They will then become read-only and will be picked up by Payroll for processing. 
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The Payroll staff will review timesheet entries on a regular basis and will phone 
you to resolve problems, inquire about unapproved time entries, and assist in 
collecting time entries.  The Payroll staff are also available to answer your 
questions on how to update the timesheets. 

Who to Phone for Help 

Logging in Computing Services 
Help Desk 

604-291-3230 

Hourly timesheets     Mary Solomon 604-291-4839 

Salary timesheets Fay Weir 604-291-3002 

Policy questions   Human Resources 604-291-3237 

Summary of Timesheet Code Descriptions 

Absence with pay  

B - Bereavement and/or compassionate leave  

C - Casual sick leave (Absence of 3 working days or less) See Code S  

K - Domestic or Personal Emergency (APSA staff only)  

E - Election day, time off to vote  

Y - Eye examination (CUPE members only)  

G - General holiday leave  

J - Jury duty or subpoenaed as witness  

M - Moving day (CUPE members only)  

S - Sick Leave (Absence of more than three consecutive working days) 

A - Union business  

T - University closure  

V - Vacation leave  
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W - WCB leave (Occupational injury)  

 

Absence without pay  

D - Disciplinary action (suspension)  

Z - General holiday, time off in lieu (CUPE members only)  

P - Personal leave  

R - Respecting picket line  

I - Sick leave, unpaid medical leave  

U - Sick leave while on Wage Indemnity (Poly Party members only)  

X - Strike/Study session  

H - Union business  

F - WCB leave (Occupational Injury)  

 

Overtime  

Refer to policies and collective agreements for eligibility OREG 

Shift Differential Processing, Poly Party Shift Codes 

Legacy - PeopleSoft  

E1 - 710 6% AFTERNOON 4:00 PM - 11:59:59 PM  

N1 - 740 11% NIGHT 12:00 AM - 7:59:59 AM  

BW - 700 $0.60 Boiler Work and Dirty Money  

F - 720 8% Foreperson Differential  

ILH - 725 4% Temp Lead Hand Differential  
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LS - 730 $0.44 2% Locksmith Differential over carpenter rate  

PL - 750 $1.91 10% Snowplow over truck driver rate  

SP - 770 $0.44 2% Sign Painting Differential over painter rate  

TD - 775 $19.10 Used by Facilities Management System Only  

WS - 780 $ 0.91 4% Welding Differential over machinists rate  

MA - 365 $20.00 Meal Allowance $20.00 per unit entered in as hours  

Refer to the Poly Party collective agreement or telephone Human Resources for 
further information on when additional pay for extra shifts and overtime on extra 
shifts applies. 

 

CUPE Shift Codes 

Legacy - PeopleSoft  

E2 - 715 $0.75 EVENING 6:00 PM - 12:00 AM - MON THROUGH SAT  

N2 - 745 $1.00 NIGHT 12:01 AM - 8:00 AM - MON THROUGH SAT  

SN - 765 $1.50 SUNDAY NIGHT 12:01 AM - 8:00 AM  

SD - 755 $0.60 SUNDAY DAY 8:00 AM - 6:00 PM  

SE - 760 $1.25 SUNDAY EVENING 6:00 PM - 12:00 AM  

EREG - 160 Hours worked in excess of standard part time hours.  

REPL - 415 Hours worked in excess of standard part time hours for replacement.  

 

Refer to the CUPE collective agreement or telephone Human Resources for 
further information on when additional pay for extra shifts and overtime on extra 
shifts applies. The EVENING, NIGHT and SUNDAY shift codes apply to CUPE 
employees only. 
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Reminders 

Overtime on extra time beyond regular part time shift does not start until beyond 
7 hours in a day or 35 hours in a single week. 

Contact the Budget Analyst (Local 4011) if you need help in determining when to 
use the EREG and REPL codes. If an employee is in two salaried part time 
positions and he/she is working full time in only one of the positions, it may be 
necessary to submit P (Personal Leave) hours on one of the position numbers 
and submit EREG or REPL on the other position numbers. 
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Working with the Temp Pool 

Purpose 

CUPE temporary pool employees require an extra step when entering their 
timesheets.  The TempPool tab is set up to allow you to key in the required 
account code to which the temp pool employees will be charged. 

Note that only temp pool employees who have been assigned to your department 
by the temp pool coordinator for your department for the current pay period will 
display on your timesheets. If you require any changes to the temp pool 
assignment you should contact your Advisor. 

Example 

 

First click on the Enter Time link from the Timesheet Detail tab so that you can 
enter the hours the temp pool employee worked.  You will notice that Judy 
Dough, who is the temp pool employee, does not have an associated position 
title. 
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You will also notice that only the days for which the temp pool person has been 
assigned to your department will appear on the timesheet. 

Key in the appropriate *Earn Code and Hours for the pay period. 

If your temp pool employee is performing two different jobs for you at different 
rates of pay then you need to key in the Hours for each appropriate Job Code. 
 If you do not see both job codes for the temp pool employee on the Timesheet 
Summary tab, contact your Advisor. 



              Financial Services  

 

     -  36 -  
  

 

If you try to enter a *Work Day that is outside of the date range that the temp 
pool employee is assigned, you will get an error message. 

 

Click the  and then click the  button to delete the row. 

Once you've entered the *Earn Code and Hours, click on the TempPool 
Processing tab to access the account code information. 
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All of the lines default in with no Account Code information.  You will need to 
enter an Account Code for every line. 

From here, you can enter the account code that the temp pool employee's time 
should be charged to by either keying in the Account Code directly (if you know 
it) or locating it through the account code search. 

If you have the account code number from before, you can type in the 12 digits 
with no spaces or dashes.  The last four digits of accounts for temp pool 
employees will always be 5533 or 5534. 
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To access the list of account codes, click on the button to access the search. 
 If you key in your Finance account (which consists of the fund plus the finance 
department or project/grant) in the Account Code before clicking on the .  
Your search will be limited to those valid for your department. 
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You can also key in part of your department's name to limit the search. 

Once you've found the appropriate account code, click on it to select it.  You will 
be returned to the TempPool Processing tab with the account code for that 
date filled in. 

 

To fill in the Account Code for the other dates, simply highlight the account 
code and copy and paste the information down to the other dates. 
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Remember to click on the  button once you've entered all the required 
information. 

If you have entered an invalid Account Code, i.e. one that is not used for 
temporary salaries, you will see an error message. 
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Simply click the  button and enter the correct Account Code.  Then 

click the  button. 
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