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1.0 Overview 
 

1.1 The Bridge Web Time Entry 
 
Web Time Entry is the new time keeping method for employees.  Employees will be responsible 
for entering and submitting their hours worked and exceptions every pay period.  Approvers will 
be responsible for approving the current time sheets.  Once the Approver has approved the time 
sheets, they will be loaded into the payroll process for processing. 
 
The approver may or may not be the supervisor. 
 
The exception timesheet reports exception hours from the 1st of the month up-to-and-including 
the last working day of the month. The hourly timesheet reports hours from the 16th of the prior 
month to the 15th of the current month. Traditionally, many timesheets have come into payroll 
incomplete and some late. It is the responsibility of the employee/approver/administrator of 
the department to ensure the timesheets are complete, correct and sent in on time. By 
submitting/approving the timesheet, this is what they are doing. With web time entry, timesheets 
may be rejected if there is an error. The time sheet will then go back to the employee along with 
an email and timeframes may be critical at that point.  
 
Once submitted, whether manually or electronically, a timesheet becomes a legal document. 
 
The payroll department may only make changes to the timesheets with written authorization 
from the supervisor/administrator. As the payroll department is not the authorizing body of the 
timesheets, it is up to the supervisor/administrator as well as the employee to ensure the 
timesheets are correct and complete. Time sheets will be sent back for correction when possible. 
 
It is the supervisor’s/administrator’s responsibility to advise the employee of any changes made 
to the timesheet and the reason. Employee’s may not request changes to his/her timesheet by 
Payroll. The employee will need to go through the approver to make any time sheet changes. 
With web time entry, payroll will play an auditing role, not an input role.  
 
Employees/approvers must make themselves aware of the items in the collective agreements or 
policy manuals affecting the employee’s payroll. 
 
The timeframes may adjust slightly as electronic entry uses less time by not having to utilize the 
mail system – all submissions are done electronically – from employee to approver and approver 
to payroll. We will advise if timeframes are moved. 
 
Only the current pay period can be submitted by using the web. Any late time sheets have to be 
done manually and will be tracked. 



1.2 Definitions 
 
Approver The Primary Approver is a university employee who is 

responsible for checking the accuracy of time / exception 
records and then approving them so that they are submitted to 
Payroll for processing. 

 
Pay Number The Pay Number is the number assigned to the period for 

which time may be submitted. This is consistent with the 
University’s fiscal year month numbers. E.g. April = 01, May 
= 02 etc. 

 

Pay Calendar The Pay Calendar clearly defines the days included in each 
pay period, and the days for which each pay period is open to 
accept web time updates and approvals. 

 
Pay ID The Pay ID identifies the multiple payrolls run in our 

institution. Only the hourly time sheets and the monthly 
exception reports are accessible on the web. The hourly pay 
ID is 06 and the monthly pay ID is 01. 

 
Proxy A Proxy Approver is a university employee that is 

temporarily identified by the Primary Approver to approve 
time sheets in the event of the Primary Approver’s absence. 

 
Hourly employees Hourly employees are employees that are paid on an hourly 

basis and will be required to submit their hours at the end of 
every pay period for the approval of their supervisor. Pay 
period runs from the 16th of the month to the 15th of the next 
month, paid at the end of the month after submitted. 

 
Exception Report employees Exception reports are for employees that will not be required 

to submit regular hours to their supervisors but are required to 
submit items such as: lost time or overtime to supervisors. 
These employees still need to submit a time sheet if no 
exceptions are being reported. 

 
Apply All Actions This is your electronic signature.  It certifies that the hours 

submitted were an accurate representation of the hours that 
were worked.  This process is legally binding. 

 
Super-user This is your contact person in the Department who is the 

expert on the Web Time Sheets. The Super-user will have 
access to all you employees time sheets and be able to Submit 
and return these records after the cutoff. 



1.3 Earning Code Descriptions 
 E a rn in g s  

C o d e  C o d e  D e s c r ip tio n U s a g e G ro u p s
0 2 0  R e g u la r  H o u r ly  P a y F o r e m p lo ye e s  p a id  b y  h o u rs  w o rk e d  o n ly . A ll h o u r ly
0 4 2  E v e n in g  S h ift W h e n  o v e r h a lf  o f th e  to ta l h o u rs  w o rk e d  fa ll in  th e  p e r io d   

3 :0 0 p m  -  4 :5 9 a m
A U P E , E x e m p t

0 4 3  C o n s u lta tio n  P a y-P E  F a c ilit ie s  A U P E  P E
0 4 4  In  C h a rg e  S e c u rity A U P E  S e c u rity
0 4 5  W e e k e n d  S h ift H o u rs  w o rk e d  b e tw e e n  1 2 :0 0 a m  S a tu rd a y a n d  1 1 :5 9 p m   

S u n d a y .
A U P E , E x e m p t

0 4 6  In s tru c t io n  P a y  -  A q u a tic s  A U P E  A q u a tic s
0 4 7  In  C h a rg e  -  A q u a tic s  A U P E  A q u a tic s
0 4 8  S ta n d b y  P a id  P o s t 1 /2  h o u r fo r  e v e ry  m a jo r  p o rt io n  o f 4  h o u rs  e g  6  h o u rs   

w o u ld  b e  1 /2  h o u r. O n  P a id  h o lid a ys  th e  ra te  is  1  h o u r  
in s te a d  o f 1 /2  h o u r.

A U P E

0 4 9  C a ll O u t P a id  P o s t 4  h o u rs  o r th e  h o u rs  w o rk e d  c a lc u la te d  u s in g  th e   
o v e rtim e  ru le s  ( th e  g re a te r)

A U P E

0 5 8  S ta n d b y  C T O  P o s t 1 /2  h o u r fo r  e v e ry  m a jo r  p o rt io n  o f 4  h o u rs  e g  6  h o u rs   
w o u ld  b e  1 /2  h o u r. O n  P a id  h o lid a ys  th e  ra te  is  1  h o u r  
in s te a d  o f 1 /2  h o u r.

A U P E

0 5 9  C a ll O u t C T O  P o s t 4  h o u rs  o r th e  h o u rs  w o rk e d  c a lc u la te d  u s in g  th e   
o v e rtim e  ru le s  ( th e  g re a te r)

A U P E

0 8 0  P a rt T im e  E x tra  H o u rs  P a id  F o r p a rt t im e  e m p lo ye e s  w o rk in g  e x tra  h o u rs  b u t n o t  
o v e rtim e  ra te s .

A U P E , E x e m p t, 
A P O

0 8 2  P a rt T im e  E x tra  H o u rs  C T O  F o r p a rt t im e  e m p lo ye e s  w o rk in g  e x tra  h o u rs  b u t n o t  
o v e rtim e  ra te s .

A U P E , E x e m p t

1 3 1  O v e rtim e  P a y  a t 1 .5  F irs t 2  h o u rs  o v e r t im e  o n  a  w o rk  d a y. O v e rt im e  w o rk e d  o n   
f irs t d a y o f re s t o r  p a id  h o lid a ys , u p  to  m a x  d a ily  h o u rs  fo r   
th e  e m p lo ye e .

A U P E , E x e m p t

1 3 2  O v e rtim e  P a y  a t 2 .0  A fte r  th e  f irs t 2  h o u rs  o v e rt im e  o n  a  w o rk  d a y , o n  th e   
s e c o n d  d a y fo r  re s t. W h e n  th e  h o u rs  o n  th e  f irs t d a y  o f re s t  
a n d  p a id  h o lid a ys  e x c e e d  th e  m a x  d a ily  h o u rs .

A U P E , E x e m p t

1 3 3  C T O  E a rn e d  a t 1 .5  F irs t 2  h o u rs  o v e r t im e  o n  a  w o rk  d a y. O v e rt im e  w o rk e d  o n   
f irs t d a y o f re s t o r  p a id  h o lid a ys , u p  to  m a x  d a ily  h o u rs  fo r   
th e  e m p lo ye e .

A U P E , E x e m p t

1 3 4  C T O  E a rn e d  a t 2 .0  A fte r  th e  f irs t 2  h o u rs  o v e r tim e  o n  a  w o rk  d a y , o n  th e   
s e c o n d  d a y fo r  re s t. W h e n  th e  h o u rs  o n  th e  f irs t d a y  o f re s t  
a n d  p a id  h o lid a ys  e x c e e d  th e  m a x  d a ily  h o u rs .

A U P E , E x e m p t

1 3 5  C T O  U s e d  A U P E , E x e m p t
1 3 6  C T O  E a rn e d  a t 1 .0  -  S e m in a rs  O v e r t im e  g o n e  o n  s e m in a rs A U P E , E x e m p t
1 3 7  O v e rtim e  P a y  a t 1 .0  -  S e m in a rs  O v e r t im e  g o n e  o n  s e m in a rs A U P E , E x e m p t
1 5 1  S ta t o n  R e g u la r D a y  O ff U s e d  w h e n  d a y  o ff  fa lls  o n  p a id  h o lid a y a n d  a n o th e r  d a y w ill  

b e  u s e d  in  th e  fu tu re  a s  C T O  t im e .
A U P E

1 7 0  V a c a tio n  U s e d  A ll
1 8 0  C a s u a l Il ln e s s  L e a v e  U p  to  th e  f irs t 3  d a ys  o f s ic k  le a v e  if  n o t g o n e  lo n g e r. A U P E
1 8 1  S h o rt T e rm  D is a b ility  (E /D /A /F  S ic k  le a v e  fo r  a ll g ro u p  e x c e p t A U P E . A ll e x c e p t A U P E
1 8 2  G e n e ra l Illn e s s  a t 1 0 0 %  G o n e  fo r  m o re  th a n  3  d a ys , a ll d a ys  e n te re d  h e re . A U P E
3 0 4  A d m in is tra t io n  o f E s ta te  1  d a y a t a  t im e . A U P E , E x e m p t
3 0 5  F a m ily  E m e rg e n c y L e a v e  U p  to  5  d a ys  in  th e  e m p lo ye e s  ye a r. A P O
3 0 6  C o u rt L e a v e  S u m m o n e d  fo r ju ry  d u ty  o r  a s  a  w itn e s s . A U P E
3 0 7  F a m ily  Illn e s s  L e a v e  U p  to  3  d a ys  in  th e  e m p lo ye e s  ye a r. A U P E , E x e m p t
3 0 8  B e re a v e m e n t L e a v e  M a x  2  o r  4  d a ys , s e e  a r t ic le  2 6 .0 3  fo r m o re  d e ta il.  A P O 's   

g e t 5  d a ys .
A U P E , E x e m p t, 
A P O

3 0 9  F u n e ra l L e a v e  U p  to  1  d a ys  in  th e  e m p lo ye e s  ye a r. A U P E , E x e m p t, 
A P O

3 1 0  M o v in g  L e a v e  U p  to  1  d a ys  in  th e  e m p lo ye e s  ye a r. A P O 's  g e t 2  d a ys . A U P E , E x e m p t, 
A P O

3 1 1  D is a s te r  L e a v e  1  d a y a t a  t im e . A U P E , E x e m p t
3 1 2  B ir th /A d o p tio n  L e a v e  1  d a y a t a  t im e . A U P E , E x e m p t
3 1 3  C it iz e n s h ip  L e a v e  1  d a y fo r  a n  e m p lo ye e  to  a tte n d  th e ir  p ro c e e d in g s  fo r  

C a n a d ia n  C itiz e n s h ip .
A U P E , E x e m p t

3 1 4  T ra v e l L e a v e  -  F u n e ra l U p  to  2  d a ys  fo r  tra v e l fo r  b e re a v e m e n t a n d  fa m ily  i l ln e s s   
w h e re  lo n g  d is ta n c e s  a re  in v o lv e d , p e r in c id e n t. 

A U P E , E x e m p t

3 1 5  M e d ic a l A p p o in tm e n t E lig ib le  fo r 1 /2  o f th e  e m p lo ye e s  d a y  -  1  h o u r o r  if g re a te r  
th e n  re c o re d  a s  c a s u a l i l ln e s s  le a v e .

A U P E

3 1 8  S e m in a r/C o n fe re n c e  L e a v e  R e c o rd  o f e m p lo ye e s  le a v e  to  a tte n d . A U P E , E x e m p t
3 4 4  W o rk e r 's  C o m p e n s a tio n  A ll W C B  h o u rs  e m p lo ye e  n o t a t w o rk  e x c e p t fo r  th e  f irs t  

d a y .
A U P E , E x e m p t, 
A P O

3 4 5  W o rk e r 's  C o m p e n s a tio n  -1 s t d a y F irs t d a y o r  p a r t o f d a y  fo r  e m p lo ye e s  W C B  in c id e n t. A ll
3 4 8  A U P E  B u s in e s s  -  In v o ic e d  L o s t t im e  th a t w ill b e  in v o ic e d  a n d  m o n e y  re tu rn e d  fo r  

c o n v e n tio n s , b a rg a in in g , e x e c u tiv e  m e e tin g s . W ill n e e d  to   
h a v e  fo rm  f il le d  o u t b y  th e  U n io n .

A U P E

3 4 9  A U P E  B u s in e s s  -  W ith  P a y L o s t t im e  fo r  u n io n  b u s in e s s . A U P E
4 1 0  A b s e n t W ith o u t P a y T o o k  t im e  o ff a n d  h a s  n o  V a c a tio n  o r  C T O  t im e  le ft . A U P E , E x e m p t, 

A P O , R e s e a rc h e rs



2.0 The Bridge Login 
 

2.1 The Bridge Location 
 
https://www.uleth.ca/bridge/twgkwbis.P_WWWLogin
Use Internet Explorer as the browser. Other browsers may not keep the correct format. 
 

   
 

2.2 User Login 
 
“User ID” is your University 9 digit number given to all students and employees. 
 
A “PIN” for a new employee will be set to your birthday (ddmmyy) this must be changed 
when login is done the first time. 

- To change PIN do this under “Personal Information”. 
- The PIN for students will be the same as your Student Information PIN. 

Click “Login” 
 

If “PIN” has been forgotten enter “User ID” and select “Forgot Pin”. Answer the question 
and select submit answer, this will send you an email with your “PIN” number. 

https://www.uleth.ca/bridge/twgkwbis.P_WWWLogin


 

2.3 Time Sheet Address 
 
Click on “Employees” 
 

  
 

Click on “Time Sheet” 
 

   
 
 

3.0 Employee Time Entry 
 

3.1 Position Selection 
 
Select the “Position Description & Department” for the job you wish to enter time for. One 
record is created for each job on campus that needs to have time or exception time entered. 
Be sure that you are selecting the correct position. 
 
Select the correct “Time Sheet Period”. Be careful selecting this as there is a week in the 
beginning of any period that two time sheets are open at the same time with the most 



current displayed first. If a time sheet was not submitted by the deadline date it will have to 
be done as a manual time sheet and will be processed the following month. 
 
The “Time Sheet Period” also shows the status for each time sheet. These are the 
descriptions for them: 

Not Started – Time sheet has not been activated yet. 
In Progress – You have gone into or entered time for this period. 
Pending – The time sheet has been submitted to the approver. 
Approved – The approver has approved the time sheet. 
Completed – Payroll has exported the time sheet into Banner. 
Error – There is a problem with the time sheet and needs to be fixed. 
Return for Correction – The approver/super-user/payroll has sent the timesheet back for 

correction. 
 

Click on the “Select” button. 
 

 
 

3.2 Time Sheet Overview 
 
Prior time sheets cannot be submitted for the next period. A manual time sheet must be 
submitted. 
Time sheets can be entered progressively, but only submit once it is completed. Once 
submitted you cannot make changes unless the Approver returns your time sheet for 
correction. 
Description of Time Sheet Buttons 

Position Selection – Opens the prior form “Position Selection”. 
Comments – Used to explain the time sheet if needed by the employee or supervisor. 
Preview – Shows the time sheet in whole. 
Submit – Use once the time sheet has been completed. The time sheet will be locked for 

entering on again, unless rejected by the approver. 
Restart – Use if the time sheet has a lot of correction that need to be done, this will 

create a blank time sheet. Do not use past the “Submit by Date”. 
Next / Previous – Moves the time sheet back and forth between weeks in the period. 



 

3.3 Entering on your Time Sheet 
 
The format of this form is supported by Internet Explorer. 
 
The first week of the month (Sun to Sat) is displayed, select the “Next” button to move 
through the weeks. 
Click on the link (blue lines) under the corresponding date and Earnings.  
Eg. For vacation hours on Jan 4, 2005, click on the double bars across from vacation under 
“Thu 04-Jan-2005”. 

 

    

   
 



A new bar will be added to the screen showing: 
Earning – Type of earnings that are being entered. 
Shift – Should always be 1. 
Entry Date – The date to which hours are to be recorded on. 
Hours/Units – Hours that are to be recorded for the earnings on that date. 
Save Hours/Units – Creates the record for the above. 
Copy Hours/Units – Copies the above to multiple days. 
Account Distribution – Displays the FOAP your salary is charged to. 
 

Fill in “Hours/Units” and “Save Hours/Units” to enter daily for each earning needed. 
 

   
 

3.4 Copying Hours on Multiple Days 
 

An example for using this is if you were on vacation for two weeks. The “Copy” feature 
will eliminate the need to enter each day individually. 
To copy to multiple days enter “Hours/Units” for the first day of the leave then select 
“Copy Hours”. This displays the Earning code being copied and original date and hours. 
You can only copy the exact original days’ hours. 
Either select all days required individually or select the “Copy from date displayed to end 
of the pay period” (fills in from the original date to the end of the period excluding the 
weekends). 
 “Copy Hrs/Units” and “Time Sheet” will all save the hours posted and return you to the 
time sheet. “Previous Menu” will only save the hours posted. 
 

  

  

  
 
 



3.5 Validate 
 
This checks the time sheet for possible errors in entering. 
Time sheets can be validated at any time throughout the entry process. 
Validate is also done automatically when you submit the time sheet. 
Click on the “Validate” button. 
 

   
 
If no error is generated click “Closed”. 

  

  
 

If there is an error a brief description of the error will be displayed. This error needs to be 
corrected before you can submit the time sheet. If you are not sure on how to fix this error 
contact your Payroll Specialist for assistance. Click “Close” which will return you to the 
time sheet and fix problems. 
 

   



Common Errors 
Weekend Premium not posted – any hours worked including Overtime also needs to 

have the Weekend Premium Earnings posted. As per contracts or handbooks. 
Shift Premium not posted – if the major portion of your shift is after 3:00PM you are 

then entitled to the Shift Premium for all hours worked. Major portion is over half of 
your hours worked including any overtime. As per contracts or handbooks. 

Hourly employees must have regular hours posted along with the premium pays. 

3.6 Comments 
 
Enter to give details about your time sheet to your approver if required. Eg You may want 
to explain why there is overtime on your time sheet. 
Once you have entered your comment(s), click on “Save” then “Previous Menu”. 
This may also be used by the approver if your time sheet has been returned for correction. 
 

  

   
 

3.7 Submitting 
 
Do not submit the time sheet until it is complete for the month. However it must be 
submitted prior to the cutoff date. If not submitted on time you will only be able to view the 
time sheet. 
 
“Preview” the timesheet to review it prior to submitting for approval. 
Once you have previewed your time sheet, click on “Previous Menu”. 
 

  



Corrections/changes/restart can still be made. 
When your time sheet is complete and correct, click on “Submit”. Enter your “PIN” 
number and select “OK”. You will then only be able to view your time sheet. 
Ensure the time sheet is complete and submitted by the deadline shown. If the submit by 
date has been missed you will need to contact your approver to submit this for you. 
 

  

   
 
Once submitted the “Waiting for Approval From” will show the approvers’ name. 
“Submitted for Approval By” will show who and when submitted. When the time sheet has 
been approved the “Approved By” will display who approved it. 
 

   

   
 



 

3.8 Return for Correction 
 
Should the approver find an error, the time sheet will be returned for correction. This will 
allow you to enter on the time sheet. 
You will receive notification by e-mail. 
It is then your responsibility to correct and re-submit the time sheet immediately in order 
for your exceptions to be processed. 
 
How to Correct a returned Time Sheet 

Open your time sheet. 
View the comments. 
If no comments exist contact your approver as to why the time sheet was returned. 
To change the hours posted on a day click on the hours, in the new bar change the hours 
or delete. 
Click on “Save” to complete this process. 
Repeat this for all corrections required. 
Click on “Submit”. 
Enter your “PIN” number. 
Select “OK”. 

 

3.9 Missed the Deadline for Submitting 
 
Contact your Approver or the Department Administrator for help. If neither are available 
then contact your Payroll Specialist. 



4.0 Approvers 
 

4.1 Approver/Proxy Login 
 
To retrieve time sheets and their status select “Approve/Acknowledge Time Sheets”. 
Then click “Select”. 

 

   
 
To approve as a Proxy select the correct name in the “Proxy for” 

4.2 Selection 
 
Time sheet organization is the department organization codes from the accounting (FOAP) 
numbers. 
Depending on the structure of your area one or more numbers may be required for you to 
select. There will be employees under each number for you to approve. 
The most current “Pay ID\Pay Period” will be displayed, make sure you are selecting the 
correct “Pay Period” when approving Time Sheets. If you pay employees on the Monthly 
(Exception Time) and the Hourly pay periods there will be different “Pay ID/Pay Period” 
records for you to select with different cutoffs and period dates. Pay periods starting with 
01 are the Monthly (Exception Time reporting) and 06 is the Hourly. 
 

   

   



 
Common Question 
 

Why do I get an error message, “You have no records available at this time”? 
 This message is created if you are a new approver and none of your employees 
 have stared their time sheet yet. The other reason for this message could be that 
 payroll has not set up your approval. You will need to contact payroll to fix this. 
 
Why under my organization is the current pay period not displayed? 
 If none of your employees have started their time sheet for the open pay period 
 there will be no record for you to look at. If there was a department restructure 
 and the organization numbers have changed the old number will be displayed for 
 three months but no new pay periods will be created. 
 
What if I miss the deadline for approving the time sheets? 
 Approvers have one extra day past the deadline to approve their time sheets. Even 
 after that day an approver can still approve the time sheets. Not submitting on a 
 timely manner may cause your employee not to be paid for this period and the 
 time sheet would then have to be submitted manually for the next pay period. 
 
What do I do if my employee didn’t submit the time sheet prior to the cutoff? 
 If the status is “Not Started” then your Super-user will be able to extract this time 
 sheet and submit it to you for approval. You will then be able to return this to the 
 employee for correction or you have the option to change the time sheet yourself 
 prior to approving this. 
 If the status is “In Progress” you will be able to submit this time sheet to be 
 approved, once this is done you may either return for correction, change the time 
 sheet or approve the time sheet. 



4.3 Summary of Time Sheets 
 

Creates a list of all your employees sorted by their time sheet status. Only time sheet with 
the status of Pending can be approved. 
 

1. Not Started – Time sheet has not been activated yet. No approver has been assigned 
to this time sheet yet. There may be more than your employees within the 
organization number but once the time sheet is “In Progress” you will only see your 
employees. 

 
2. In Progress – Time has been entered but not completed for this period. Employees 

need to submit prior to the Time Sheet cutoff date. As an approver this time sheet can 
be modified or submitted for approval only after the cutoff date. 

 
3. Pending – The time sheet has been submitted for approval and cannot be changed by 

the employee. These are waiting for the approver to approve, correct or return for 
correction. This process can be done a few days after the cutoff date. 

 
4. Approved – The approver has approved the time sheet. Once at this stage the time 

sheet cannot be changed by the approver. The Payroll can send these back to the 
approver or employee for correction if needed. 

 
5. Completed – Payroll has exported the time sheet into Banner. The time sheet can still 

be sent back for correction by Payroll if needed but there are timing issues with the 
payroll process. 

 
6. Error – There’s a problem with the time sheet and needs to be fixed. Contact payroll. 
 
7. Return for Correction – The approver/super-user/payroll has sent the timesheet back 

for correction. An email is sent to the employee to notify for immediate correction. 
Comments are inserted with an explanation of why the time sheet was rejected. 



 

   

   

   
 

4.5 Time Sheet Approval Process 
 

There are 3 ways of approving a time sheet on the Bridge, all starting with the Summary 
page. 
 

1. Click on the employees’ name which will bring up a new page “Employee Detailed 
Information”. This page summarizes the time sheet. View all “Earnings” posted and 
look at the “Comments” if any were entered, if this is all correct and no changes are 
required click “Approve”. Click “Next” to approve the next employee. 

  
 For time sheets that require changes click “Add Comment” to inform the employee of 

the required changes. Enter comments and click “Save” then “Previous Menu”. The 
time sheet can then be returned by clicking “Return for Correction”. This will send 
the employee an email letting them know to fix and resubmit. You will have to 
remember to approve this time sheet. 

 
 If the employee will not be able to access the returned time sheet then click “Change” 

and you can modify the time sheet. If this is done you should add a comment to let 
the employee know what you changed. Then click “Approve”. 

 Never user the “Delete” unless in consultation with Payroll. 



 

   

  

  
 
 

2. Click on “Change Time Record”. From this page you can click “Approve” or change 
the hour posted then click “Approve”. This view does not summarize the time sheet, 
it shows all Earnings. 

 
3. Time Sheets can be approved in the “Summary of Time Sheet” without looking at 

the details. Under “Queue Status” select “Appr/Ackn” then click “Save”.  The time 
sheet will then be approved. 

 
 This is not a recommended way of Approving. The “Total Hours” for the employee is 

just a summary of all “Earnings” posted. 
 



4.6 Approver Proxy Display/Setup 
 

Upon the absence of an Approver a proxy can be setup. This allows someone else to 
approve the time sheets in your absence. There has to be a start and end date to the Proxy 
setup. The Proxy will be able approve all your employees as long as it is not past the  
“Proxy End Date”. Once past this date they will not be able to access your employees 
records. Multiple Proxy’s can be created as long as the dates don’t overlap. 
 
Select “Proxy Display/Setup” click “Select”. 
 
 

   
 

 
Use the “Search by Last Name” to find a Proxy that has been setup already. Enter the last 
name or a partial last name and click “Search”. 

 
 

   
 
   



A list will be generated under the “Search Results”. Select the correct name and enter the 
“Begin and End Dates” for your Proxy. Click the “Add” button and the Proxy will be 
created. The Proxy will receive an email informing them they will be a Proxy for you. If 
the name you require is not in this list contact the Payroll Department for assistance. 

  
 

   
 

 
To remove a Proxy prior to the original entered end date, mark the “Remove” box then 
click on “Remove”. Once “Removed” or the date is past the “End Date” all access that the 
Proxy has as you will be eliminated. 

 
 

   
 



4.7 Payroll Guidelines 
 

AUPE: 
 

1.  WCB (Workers Compensation Board) only the first day of injury is reported on the time 
sheets all other days need to be reported on a paper copy. 

 
2.  GSL 70% (General Sick Leave 70%) needs to be submitted on a paper time sheet. These 

hours are entered in the current period not as a exception, to reduce the employees pay 
for the month. 

 
3.  GSL 100% (General Sick Leave 100%) employees need to submit a doctors note if 

using more than 3 consecutive days. 
 
4.  Approvers are responsible for submitting the WCB and GSL time sheets. Contact the 

Benefits Office if not clear on when they are to be submitted. 
 
5.  Employees who return back to work on a modified schedule will do their own time 

sheets on the Bridge coding the time missed. 
 
6.  Article 26 Special leave entitlement is 11 days per employees year. These leave include 

Family Illness, Bereavement, Travel Time for either Family Illness or Bereavement, 
Moving Day, Disaster Leave, Birth Leave, Citizenship Leave, Administration of Estate 
and Funeral Leave. A day is prorated according to the employees FTE (full time 
equivalency). 

 
7.  Bereavement and Travel Leave do not have a individual cap except for each instance 

and the total 11 day Special Leave cap. For the Employees spouse, domestic partner, 
parent, son, daughter, guardian or ward up to 4 working days per death. All other family 
members 2 working days per death. 

 
8.  Weekend Premiums are paid on all regular or overtime hours worked on a weekend. 
 
9.  Evening Shift – hours worked past 3:00pm. This premium is paid only if the majority of 

hours worked are after 3:00pm, then all the hours are include in the premium pay. Eg 
works from 12:00 to 8:00 all hours ( 7worked) are codes as premium pay. Also include 
the overtime hours worked. Eg works 8:30 to 4:30 but worked an extra 6 hours that 
night (7 + 6 / 2 = 6.5 hours need to be past 3:00pm) post all 13 hours as Evening Shift. 

 
10. Standby and Callout Pay are posted as the actual hours and will be converted when the 

time sheet is paid or banked. 
 
11. Use the Overtime/extra hours (banked or paid) for all extra hours worked except if an 

employee is attending a Seminar, Conference or Staff Retreat and is recording overtime 
this is calculated at straight time. These hours will be converted and paid either at 
straight time, time and a half or double time. 



 
 
12. Employees that work a modified week (not Monday to Friday) will need to enter this. 

Payroll will need to be notified of all employees that do this. Employees will need to 
post under the Modified Work Day/Week hours worked for 5 days in a week (Monday 
to Sunday) leaving two day blank (system assumes these are their weekend days). If a 
part time employee condensed their week they will also have to post this using 0 on the 
days of the week that were not worked but also weren’t a weekend. 

 
13. Statutory Holiday on Day Off is only used if an employee’s weekend falls on a Holiday 

day. Eg Security works a weekend as regular hours and has Monday and Tuesday off, 
then the Statutory Holiday is on a Day Off and would need to be posted on the Monday 
(if that is the Holiday). This will bank a day of CTO (compensating time off) to be used 
when requested. Even if the employee takes and extra day have them enter this and also 
enter a CTO Used day as well for the extra day taken off. 

 



5.0 Super-user 
 

5.1 Super-user Roll 
 

The responsibility of the Department Super-user is to train the new Approvers and to 
coordinate all web time sheets for the Faculty/Department. The Super-user should be 
contacted first prior to Approvers contacting Payroll. The Super-user has the ability to 
approve or change all Faculty/Department time sheets. 
 
The Super-user is responsible for ensuring that the Employee and/or Approver completes 
the time sheet by Payroll deadlines. 
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